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1. To begin, select groups.

2. Let’s select Training Group.

3. Select Email.

4. Select All to send a message to all members or select individual members.

5. Select Send Email.

6. Enter a subject: Outlook Class

7. Enter a message: Outlook Class May 14 from 9 am to 11 am
8. Select Send.

9. Your message was sent to one recipient.

