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A distribution list is a group of individual contacts saved together under Introduction
a single name. You would create a distribution list for a group of people

=

Creating a Personal

you send e-mail to over and over again. Distribution List
Using a Personal
Creating a Personal Distribution List LI LT (L
{ From the Inbox
1. Click Contacts in the Navigation Pane, located on the left 1 From Contacts
side of the screen (Fig 1, 1). Revising a Personal
Click the File pull down menu (Fig 2, 1). Distribution List

3. Point to New (Fig 2, 2).
4. Click Distribution List (Fig 2, 3).
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5. Click beside the Name box and type a name for your distribution list (Fig 3, 1). .yf
6. Click the Select Members button (Fig 3, 2). "
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The Select Members: Global Address List dialog box will appear (Fig 4).
In the box under Search, begin to type the last name of the first member you would like to add

to the distribution list (Fig 4, 1). As you type, Outlook will begin to match the characters in the

global address list.
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9. When the correct name is in view, click on that name to select it (Fig 4, 2).

10. Click the Members button at the bottom left of the dialog box to add the name to the
distribution list (Fig 4, 3). Continue to search for and add members in this way to the distribution

list.

0 You may also double-click the name you want to add.

11. When you have finished adding all the names, click OK (Fig 4, 4).
12. You will return to the Distribution list dialog box. Click Save & Close in the upper left-hand

corner of the box (Fig 5, 1).
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There are two ways to address a new e-mail message using your distribution list. One is from the
Inbox and the other is from Contacts.

Using a Personal Distribution List from the Inbox Folder

1. Click the Inbox in the Navigation Pane on the left side of the screen.
2. Click the New button to create a new e-mail message.
3. Click the To button. The Select Names dialog box will appear.
4. Under Address Book, click the down arrow and choose Contacts (Fig 6, 1).
5. Click the name of your distribution list and click the To button at the bottom of the dialog box
(Fig 6, 2).
6. Click OK (Fig 6, 3). Figure 6
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7. Type your message and send it.
Using the Personal Distribution List from the Contacts Folder
1. Click Contacts in the Navigation Pane on the left side of the screen.
2. Right-click the name of your distribution list. A menu will appear.
3. Move to Create (Fig 7, 1) and click New Message to Contact (Fig 7, 2).
4. Type your message and send it.
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Revising a Personal Distribution List

1. Click Contacts in the Navigation Pane on the left side of the screen.

2. Double click on the title bar of the distribution list you wish to revise (Fig 6, 1).

Figure 6
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3. The Distribution List will open.
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4. To delete a name from the distribution list, click the name to select it and click the Remove
button on the Distribution List tab on the Ribbon in the Members group (Fig 7, 1).

5. To add a name, click the Select Members button on the Distribution List tab on the Ribbon
in the Members group. Add the names exactly as described under Creating a Personal
Distribution List beginning on page one of this Self-Help Document.

6.

After you have completed the revisions to the Distribution List, click Save & Close.




