Create a Company Group for
Shared Emails, Calendars,
Resources

You may need to able to easily collaborate and have a shared Calendar to add all the requests for
Vacations so everyone can see or a single email address you can send to, to alert everyone in that
group of some event going on, and best way to do that is to create a Group in Microsoft Outlook...

Just sharing a calendar can be great until that person leaves... but with Groups, you can still have
the flexibility for anyone to create shared resources but still able to assign multiple owners and the
admin can easily go in and reassign or assign multiple owners to a group, so if someone does
leave, there are many options to have it continue on.

Most users can start and become the default owners of a group by simply following these steps...

Members can see and edit all events, if you want more control over it, you may opt with
Shared Mailbox option and sharing calendar, however there are more steps involved in
creating and then adding/removing users that can see it.

Create a Group in Outlook Desktop - Classic
1. Under Home Ribbon, look for Groups and New Group
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2. Create a group name, and select the options below (it will try to auto choose an email, | would
recommend to have Privacy enabled to only allow approved members that you have added)
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Create Group

MName
Staff

Group name: Staff

Email address
Staff

Group email address: Staff@precision-computer.com

Description

Sensitivity

Privacy

Private - Only approved members can see what's inside.

Send all group email and events to members' inboxes. They can
change this setting later.

IMore Settings

Create You'll be able to add members after you select Create.

3. Add your members by simply starting to type name or email address and clicking on them


https://docs.precision-computer.com/uploads/images/gallery/2025-01/m8bDjC8cbwfcMTJt-image.png

Add Members

Add colleagues, Microsoft 365 Groups, distribution lists, or guests.

0 members to be added

4. Click Add Members and you will get message stating that it was successful

Microsoft Outlook

Edit group operation is successful.

5. You will see the group Created and you may open the Email or Calendar Resources to see it
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You may click Group Settings to Add more Members, Edit Group or Leave the Group, Also set how
you want to follow the group.
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Only Replies to You

Mo Email or Events

Add Members
Add people to the group.

Make sure everyone goes into their Calendar on Outlook Web, Desktop, or Mobile App, and
into Calendar, then under Groups, checkmarks the Group Calendar so it would be visible to

them.
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Adding more Owners

1. Go to the Group and then select Group Settings
2. Select Edit Group
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3. Under Members, click Make owner to as many Members as you would like (you do need to
add them as members first, if they don't appear in the list)
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Choose a name

Staff
Group name: Staff
Group 1D Privacy

f Staff@ precision-computer.com Private

Description

Add people

Members

— Subscribe new members so they receive group
‘ email in their inbox. Otherwise they'll only see it
in the group inbox.

Make owner
Make owner

Language for group-related notifications

English (United States)

Let people outside the organization email the
group.

Delete group Cancel
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