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Selecting Recipient(s) in PoliteMail Online

When composing a message in PoliteMail Online and you click on the

ﬁR‘\ R "To" field, a window appears with four icons across the top from which

Address Outlook SISVEINE You can select your recipients.
Book Contacts Contacts

This option pulls recipients from PoliteMail lists. These lists can be created and managed

Mailing List
2 within PoliteMail under 'Mailing Lists'.

Instead of pulling lists from PoliteMail like the Mailing Lists option, this option pulls
individual recipients from PoliteMail contacts.

PoliteMail Contacts

By using these options, you can easily and efficiently select the recipients for your email campaigns and ensure that
your message reaches the right audience.

1. Once you click which box you want, the contents appear below. You can use the Search field to find what you're
looking for if you don't see it.

Can't find the recipient you want? Refer to this Microsoft Help article for tips on searching effectively.

2. Double-click on the recipient you want, and it will appear in the top field.

o You can mix and match! For example, you can select a Graph Group, and then also select an individual
PoliteMail contact.



https://learn.microsoft.com/en-us/graph/search-query-parameter?tabs=http#using-search-on-directory-object-collections




