
Google Groups allows organizations to set up organization-wide email groups.  EASD 
has over 70 groups that district staff can use for faster emailing.  Groups are maintained 
by the building secretaries.  They add the users that are appropriate to that group but all 
district staff can email most of the groups.  All district staff can also view who the 
members are in the groups.  

Follow the directions below to see how to view the members of a particular group 
in the Google Groups directory:

Log into district mail and click Groups:

Click Browse All when the Groups interface opens:

Two ways to find a group:

1. Scroll down - There are many groups so you may 
need to scroll down to find the one you are looking 
for.  Click on the name of the group for which you 
would like to see the members. 

2. Search - You may also search for a building in the 
search bar.  Type in the two letter initials for the 
building (RH, BB, MR, etc.) and press return on 
your keyboard.  You will get a few results.  If the 
one you want is displayed, click its name.  If not, 
click “See all (the number)” to expand the search 
results and see all groups for that building.
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Once you click the building that you want, click “You may view the list of members for 
this group.”  The member list will open for you to view.  

Email the district’s Google Groups:

To email any of the district’s Groups, you must compose a new email in Gmail.  Type 
the initials of the building (for instance, BB for Bainbridge) and Gmail will search for and 
display the groups that match your search in a drop-down list.  Click the correct group 
that you would like to email and it will auto-fill in the “To” field.  Continue composing your 
email as normal and then send.

To compose an email to more than one group, begin typing the next group’s name 
after the first one.  When the name displays below in the drop-down menu, click it using 
your mouse to fill in the address.  Continue composing the email as normal and click 
Send when finished.
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