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Chapter 1: Creating a new group
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(] Saved Queries Name | Type | Description |
e @ testing.local ﬁDnsAdmins Security Group ... DNS Administrators Group

(L2 Builtin

(Z Computers

(] Domain Controllers

(Z ForeignSecurityPrincipals
: a S

ﬂsDnsUpdateProxy

ﬂzDomain Admins
Domain Computers

@Domain Controllers

MNew Window from Here

Delegate Control... I::ai" Guests Security Group ...
Find... ain Users Security Group ...
ernrise Admins Serrity Gronn ..
Computer
All Tasks »  Contact
. > InetOrgPerson k

Query-based Distribution Group

Security Group ...
Security Group ...
Security Group ...
Security Group ...

Refresh MSMQ Queue Alias
Export List... Printer
i User
RgE=iis Shared Folder
Help ]S and IAS Servers  Security Group ...
iSales Security Group ...
gESchema Admins Security Group ...
£35upport mail users Security Group ...
%SUPPORT_38894560 User
| | LI ﬂzTelnetCIients Security Group ...

DNS clients who are permi...
Designated administrators. ..
All workstations and serve. ..
All domain controllers in th...

All domain guests
All domain users

Designated administrators. ..
Microsoft Exchange Domai...
Microsoft Exchange Enter...
Members in this group can...
Built-in account for guest ...
Group for the Help and Su...

115 Worker Process Group

Built-in account for anony...
Built-in account for Intern...

Servers in this group can ...
Designated administrators. ..

This is a vendor's account ...
Members of this group ha...

v

Create a new object...

[

In Active Directory users and computers, right click on users, point to new then click

on group.

New Object - Group

@ Create in:  testing.local/Users

x|

Group hame:

ISaIesI

Group name [pre-Windows 2000):

ISales
Group scope Group type
" Domain local ¢ Security

' Global

¢ Universal

" Distribution

< Back I Next > I

Cancel

Enter a Group name.
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For the Group Scope use Global and for the Group Type use Security (these should be
the default settings).

Then click next.

New Object - Group 5'

@ Create in:  testing.local/Users

[~ iCreate an Exchange e-mail address

Alias;
IS-aIes

Associated Administrative Group:

lTr‘:sting Organization/First Administrative Group LI

Q |Fyou must use mail-enabled alobal or local groups, you need to have a
detailed understanding of the placements of Exchange servers, Sctive
Directoy Global Catalog, and Active Directory replication rules. Usage
of mail-enabled Universal groups s strongly recommended to ensure
carrect mail delivery.

< Back I Nest > I Cancel

The Exchange e-mail address option can be ignored.

Click next to continue.

New Object - Group x|

@ Create in:  testing.local/Users

When you click Finish, the following object will be created:

Full name: Sales ;]

I

Cancel |

< Back

Click Finish.
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Chapter 2: Adding members to the group

Double click on the group created in users and choose the members tab.

General Members IMemberUfl Managed Byl

Members:

Name I Active Directory Folder

Hemove |

0K | Cancel Apply

Click Add.

Sales Properties lll'l
Select Users, Contacts, or Computers _"]l]

Select this object type:

IUsers or Other objects Object Types... l

FErom this location:

|tesling,local Locations...

Enter the object names to select (examples):

Check Names

Advanced... I K Cancel

W/

Add... Hemove I

0K | Cancel | Spply |
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Sales Properties l]ﬂl
Select Users, Contacts, or Computers ﬂz]

Select this object type:

IUsers or Other objects Object Types...

From this location:

Ilesling.local Locations... I

Enter the object names to select (examples):
Administrator Check Names

Advanced... I (1] | Cancel |
4

Add... Hemaove |

oK | Cancel | Apply I

Enter the name(s) of the user(s) to be added to the group, and then click on Check
Names.

Click OK to finish.

The image below shows how a finished group should look.

General Members IMemberUfl Managed Byl

Members:
Name I Active Directory Folder
ﬁ Administrator testing. local/Users

Eemove |

0K | Cancel | Apply |
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Chapter 3: Adding a disclaimer for the group

In the QS Disclaimer manager, right click on the required disclaimer format, point to
New and then click on New disclaimer.

T vuiani> [_'='_| Default intern... Mo No INTERR
E] Disclaimers Z] sales dlsclalmer This is f

_____ u HTML disclaimer f'; el New disclaimer..
----- (] Enriched disclaimer — |
iew »

- {@ Settings -

{_@ Groups Export List...
I {_gj] Events and logging
@3 Cluster Help

Add a new disclaimer x|

Name: |Sales disclaimer

Disclaimer: | This is from sale |

[~ Add line divider

[~ Add a gap above the disclaimer

Add Close

Enter a name for the new disclaimer and enter the text you wish to use as the
disclaimer.

Then click Add.
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Chapter 4: Adding the group to the QS Disclaimer manager

g v ¥ Lisclamer users L

M Disclaimers
5] Settings
New group... I

f#:}cro— -

33 Clus view »

Export List...

In the QS Disclaimer manager, right click on groups, point to New and then click on
New group.

Create a new group l]

Group: Sales Add...

Help

Description:

I™ Group is disabled

Create Close

Click Add to select the new group.

Select Groups

Select this object type:

IGroups or Built-in security principals Object Types...

From this location:

ID efault.local Locations...

Enter the object names to select (examples):
Saleq Check Names

PEE

Advanced... I I oK I Cancel |
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Enter the name of the group, and then click on Check Names.
Click OK to finish.
Finally click Create to continue.

Double click on the created group.

Sales Properties

General I

@ Group settings

Name: I Sales

Add...

Description: I

Status: I Enabled LI

Sales disclaimer o
[~
[

Plain text disclaimer:

Enriched disclaimer: |N ot defined

HTML disclaimer: | Not defined

Please note: Group settings only affect external [outbound) mail delivery.

oK

Cancel Apply

Help

Chose the relevant Plain text disclaimer from the drop down menu.

Click OK to finish.

Note: All messages sent from sales group e.g. admin, will have the sales disclaimer
added, unless the mail is internal in which case the internal disclaimer (if an internal
disclaimer is enabled) will override the external disclaimer.
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Appendix A: Using the built in groups

The two default groups (Disclaimer exempt users and Disclaimer users) are added to
Active Directory in the same way as shown in chapter 1 and 2.

The only difference in the creation of the default groups, is that the groups must be
added in the Users Section of Active Directory and not in an Organization Unit.
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