
Create New Group Email in Google Mail 

First in Power School create your parent email list:  

● Open PowerSchool 
● Click on the Printer icon (before you go to PowerTeacher Pro) 
● Choose Parent email for Excel 
● It makes a report of just email so you can copy it and paste it easily into Excel 
● Make sure you have less than 50 contacts for your group. 

Next, go to Google Mail 

1. In Google Mail, select Contacts 
 

 

 

 

 

 

 

 

 

 

  



 

2. Select “New Group” and enter name 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



3. Select the group you created and icon to add people to your group 
 

 

 

 

 

 

 

 

 

 

 

 

4. Cut and paste emails into box and then select “Add” 
 

 

 

 

 

 

 

5. Contacts have been added to group. 


