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This document covers more advanced features of the contacts tool in Google Apps Email, including 
group management, and group mail behaviors.  Much of the information in this document was taken 
directly from Google’s Gmail Help site: http://mail.google.com/support.

http://sjptechnology.wordpress.com
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Managing Contacts in Google Apps Email
Your SJP Google Apps Email contacts are stored under the Contacts link in the naviga-
tion bar located to the left of your inbox.  Contacts from your Microsoft Outlook/Ex-
change account were migrated over to the All Contacts list in your Google Apps Email at 
the same time your previous email messages were migrated to the Google system.

Email addresses are automatically added to your Contacts list when you Reply, Reply 
to all, or Forward messages to addresses not already stored in your Contacts list.  If you 
do not immediately see newly added addresses, please wait a few minutes, or sign out 
of your mail account and sign back in.  If these addresses don’t appear immediately, try 
waiting a few minutes or signing out of your account and signing back in. 

Adding Personal Contacts
There are several ways to add contacts to your SJP Google Apps Email account.  You can 
manually add a contact from the Contacts page, or add a contact directly from an email 
message.  

To manually add a contact:
Click the 1. Contacts link in the navigation bar.  The Contacts page will open.
Click on the button labeled with a plus sign (+) and a single person.               A blank 2. 
contact form will load on the page.  
Enter your contact information in the appropriate fields.3. 
Click the 4. Save button to save your contact.

To add a contact directly from an email message:
1. From your Inbox, click on the conversation with the person you would like to add to 
your Contacts. The conversation page will load.
2. Click on any of the messages in the conversation sent from the person you want to add 
to your Contacts.
3. Click the down arrow next to the Reply button in the upper right corner of the mes-
sage box.  A pull-down menu will appear.
4. Select Add [Person’s Name] to Contacts list.  The person’s email address will be auto-
matically added to your Contacts.

Adding Contacts from the St. John’s Prep Directory
Though no St. John’s Prep email addresses are automatically added to your Contacts list, 
you can search for any student, faculty member, or staff person on the St. John’s Prep 
directory from the Contacts page.  If you have received an email message from someone 
in the St. John’s Prep directory, you can add that person to your Contacts list as described 
in the section labeled “To add a contact directly from an email message:” above.

To send a message to anyone with a @stjohnsprep.org email address, you can simply en-
ter that person’s name or email address in the To: field, and Google Mail’s auto-complete 
function will simultaneously search for anyone in the St. John’s Prep directory whose 
name and email address match that string of characters.  Google Mail automatically adds 
a member of the St. John’s Prep directory to your Contacts list after you have sent that 
person an email message. 

Note on Spam: marking a message as ‘Not Spam’ updates your Contacts list so that 
future messages from that sender are received in your inbox.

Editing & Deleting Contacts
To edit a contact:

Select the contact in the 1. Contacts list.
Click 2. Edit at the top of the page.
Make your desired changes.3. 
Click 4. Save at the top of the page.
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To permanently delete a contact:

Select the contact in the Contacts list.1. 
Click 2. Delete Contact at the top of the page.
Click 3. OK.

Managing Groups
You can create Groups (known as Distribution Lists in Microsoft Outlook/Exchange) easily by 
directly adding contacts already added to your Contacts list, or from a Contacts search result.  

Note: when you send a message to a group you are a member of, you will not 
receive the message in your Inbox.  

To add a personal contact to a group:
Click on the 1. All Contacts link in the left navigation bar.  
Your contacts list will load.
Put a 2. check next to each contact you would like to add to 
a group.
Click the 3. Groups button and select the group you would 
like to add the contacts to, or choose New Group.
If you chose to create a new group, a popup window will 4. 
open, prompting you to enter a name for the new group.
Enter a name for the new group in the text field and click 5. 
the OK button.  The group will load onto the screen.

To add someone from the St. John’s Prep directory to a group:
Click on the 1. All Contacts link in the left navigation bar.  Your contacts list will load.
In the 2. Search field, enter the name of the person you want to add to your group.
In the search results, put a 3. check next to the names you want to add to your group.
Click the 4. Groups button and select the group you would like to add the contacts to, or choose 
New Group.

To remove a contact from a contact group:
Select the contact in the 1. Contacts list.
Open the 2. Groups drop-down menu.
Under 3. Remove from..., select the group you’d like to remove the contact from. 

Global Distribution Groups
Global distribution groups are predefined lists of contacts available to anyone at St. John’s Prep.  
Some examples include the Guidance Department, Faculty and Staff, and the Admissions Office.  
A list of all SJP global distribution lists can be found here.

To send a message to one of the global distribution lists:
Click the 1. Compose Mail link.
In the 2. To: field, enter the full address of the global distribution list.   
Note: the first time you email a global distribution group, you will need to enter 
the full address of the group (e.g., guidancedepartment@stjohnsprep.org).
Compose your message.3. 
Click 4. Send. 
Note: if you are a member of the global distribution list, you will not receive 
your message in your Inbox. 

To see the members of a global distribution list:
Click on 1. Calendar in the Google Apps menu across the top of the page.  Your 
Google Calendar will open in a new window.
Click 2. Create Event in the top left corner of the page.  The event details page 
will load.
In the 3. Add: Guests field, enter the email address of the global distribution list.  
The names of the group members will appear beneath the text box (this may 
take a minute to load).

https://spreadsheets.google.com/a/stjohnsprep.org/lv?key=0At0iMCZwAjcLdENLYy1WUlpRQnRZNF83U1hNdXNpYWc&f=0
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Filtering Messages by Contact
Google Apps Email allows you to create Filters (known as Rules in Microsoft Outlook/
Exchange) to automate the handling of incoming messages.  For example, you may want 
messages sent to you by members of your department to be automatically tagged with 
the label Department (assuming you have already created a label called Department, that 
is...).

To create a filter:
1. From your Inbox, click on the Settings link in the top right of the screen (next to where 
your username is displayed).  The Settings page will load.
2. Click on the Filters tab in the menubar.
3. Click Create a new filter.
4. Fill in the criteria by which you would like to filter your messages.  For example, if 
you want to filter messages sent to you from Nick Wilson, in the From: field, type nwil-
son@stjohnsprep.org.
5. Click the Test Search button to double-check your filter setting.  The results of your 
test search will appear in the window below the filter settings.
6. When you are satisfied with your filter settings, click the Next Step button.
7. Put a check next to the actions you would like your filter to run (such as Apply the 
label:)
8. If you would like your filter to affect messages already in your inbox, make sure to put 
a check next to Also apply filter to # conversations below. 
9. Click the Create Filter button.


