
How To Create A Distribution List In Outlook 

 

1. Click the arrow next to “New.” In the dropdown box, click “Distribution 

List.” 

 

 

 

 

 

 

 

 

 

 

2. Name the list. 

 

 

 

 

 

 



3. Click “Save and Close.” 

 

4. Click on “Contacts.”  

 

5. Click “New” to create a new contact(s). 

 

6. Create a new contact(s) if necessary to include in your distribution list. 

 

 

 

 

 

 

 

 

 

 

 



7. After all of the contacts are saved, find the distribution list under 

“Contacts.”  Double click on the Group to open it. 

 

8. Click “Select Members.” 

 

9. Double click each contact that you need to add to the list. Then, click 

“OK.” 



10.   The next time you need to send an email to that entire list, click on 

“To…” (or Cc…) and then find the bolded distribution list. Click the desired 

field (To, Cc or Bcc) to add it. Then, click “OK.” 

 

 

 

11.   The list will appear in the “To…” (or Cc…/Bcc…) field. Compose your 

email and send! 

 

 


