How to Manage Office 365
Distribution Groups as Group
Owner

If you have been assigned as a group owner, you can manage group membership through the

Exchange Admin Portal (click here to open in a new tab).

Log in with your work account, then navigate to the "Groups | own" tab:
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Groups

Instead of a distribution group, consider using a new Microsoft 365 Group to collaborate by sharing conversations, documents, and a
calendar. Learn more

Groups | belong to Groups | own

{- Add new group () Refresh 29items | O Search groups | own| =

(O Name ? Email address

O = rn S
O xlie= drele . ok
O ew- = [ =
O  dem e
O == .



https://admin.exchange.microsoft.com/?page=groups#/
https://wiki.sgsc.edu/uploads/images/gallery/2026-06/image.png

To add or remove members to a particular group, select the group from the list and a flyout should
open. Select the Members tab:

ot Exchange admin center x +

C M 25 admin.exchange.microsoft.com

[i] Delete () Refresh 29 items | © Search groups | own| =
r Y
X
Mame T Email addre
IIT Desktop Alerts
. | Distribution list group
L- - [i] Delete group
" oa ~a General  Members  Settings
Owners
0 P L
™ View all and manage owners
B B w ) I
LA - Members
n e i =l
L] L] I
- 1
L I - u " r
I .. LN L
. I " et View all and manage members
_ -

Click the link at the bottom to "View all and manage members":
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To add a new member, click the "Add members" link, search for the name and select it, then click
Add.

To remove a member, select them from the list and the "Add members" link will change to
"Delete". Click Delete.

If you experience any issues accessing your groups, or need additional assistance with managing

your groups, submit an IT ticket.

Troubleshooting

If you can't see any groups listed in the "Groups | own" page, the Role assignment policy may
not be set correctly in the Exchange Admin center. The IT department will need to change the Role
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assignment policy to "Office 365 Group Creators" in the Exchange Admin Center under the
Mailbox tab of the account.
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