Group email in Gmail

To send a group email in Gmail.

1. Click the compose icon.
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2. Click "BCC"(Blind Carbon Copy for privacy) at the top right of the "New Message" window
you have. You now should have the BCC line showing under the "To" line.

New Message

From Vic - VicLovan.com <vic@viclovan.com> =

To

Subject

Click "BCC"

Vic Lovan
Www viclovan com
618.767.6728
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3. Click BCC on that new line, there will be a new box that shows "Select contacts".

New Message

From Vic - VicLovan.com <vic@viclovan.com>
To

Bee

Subject

Click BCC on that new line

Vic Lovan
www viclovan.com
B618,767.6728
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4. On the right side there is a drop-down menu with "My contacts" and choose the group you
would like to send to.

New Message

From Vic - VicLow e Select contacts Q_ Search for contacts X

O setectan Manage labels My contacts -
Subject

drop-down menu with "My contacts"

Vic Lovan @hpep;im'wm @hpeprint.com
www viclovan com

618.767.6728

AAMCO Transmissions & Total Car C.

Adorama Customer Service custserv@adorama.com
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Choose your group(label in Google Contacts)

New Message

From Vic - VicLow
To

Bee

Subject

Vic Lovan
www viclovan.com
618,767.6728

@ selectcontacts  Q Search for contacts
[ selectall Manage labels

MY CONTACTS i
choose the group you would like to

. .
® Dhpeprint.com

AAMCO Transmissions & Total Car C...

Adorama Customer Service custserv@adg

My contacts
2012SHNA
2016 SHNA
All contacts
Andy

send to
Attorneys
Automotive - Car
BOA
Bump




5. Once this is done, you will want to choose the "Select All" check box at the top left

New Message

From Vic - VicLow o Select contacts Q, Search for contacts
To

Bee

O selectal Manage labels Automotive - Car

Subject
AUTOMOTIVE - CAR (5)

choose the "Select All" check box
Vebovn AAMCO Transmissions & Total Car Ca..

www viclovan.com
618.767.6728

Doug '




6. Choose INSERT at the bottom right and it will add all the contacts chosen.

New Message

From Vic - VicLow o Select contacts Q, Search for contacts
To

Bee

Select All Manage labels Automotive - Car

Subject

AUTOMOTIVE - CAR (5)

e toven AAMCO Transmissions & Total Car Ca..

www viclovan.com
618.767.6728

Doug

Jefiiy
Choose INSERT at the bottom right

Jefi

5 selected INSERT




7. You will now see the contacts you've chosen in the list. You can now click the "X" to remove
any contacts you want. You can manually add more in that same line.

New Message
From Vic - VicLovan.com <vic@viclovan.com> =
To

Bcc  AAMCO Transmissions & Total Car Care X | Doug \

Ross Auto

Subject

You can now click the "X" to remove any contacts

Vic Lovan
WWW viclovan com
618.767 6728

8. Now you can add your subject, email, and send it to your group!



