How To Create A Distribution List In Outlook

1. Click the arrow next to “New.” In the dropdown box, click “Distribution
List.”
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2. Name the list.
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3. Click “Save and Close.”
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4. Click on “Contacts.”
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5. Click “New” to create a new contact(s).
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6. Create a new contact(s) if necessary to include in your distribution list.

I.fi:uﬂ H?2 ™ & %)+ Untitlec
- Contact Insert Format Text

Save & Mew ~ =] | 182 (83 Activities P = i

i 821 B | 1) T Qg 3

% Send - -] Certificates nﬁ]

Save & General| Details __ E-mail Meeting Call
Close #% Delete B Al Fields -

Actions Show Communicate

Full Name...

Company: O
Job title: o

File as: b

Internet
L E-mail... =

Display as: Notes

Web page address:
I address:

Phone numbers

Business.., =

Hame... =

Business Fax... =

Mabile... =
Addresses

Business... =

[ This is the mailing
address




7. After all of the contacts are saved, find the distribution list under
“Contacts.” Double click on the Group to open it.
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8. Click “Select Members.”
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9. Double click each contact that you need to add to the list. Then, click
IIOK.”
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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.”

[ S
& Rachelle Giles Rachelle Giles {rgiles214@gmail.com)  rgiles214@gmail. com
=7 Red Hot Rockstars Red Hot Rockstars
& ReeRote Ree Rote (ree@reerote. com) ree@reerote.com
& Rich Hazlett Rich Hazlett (fastforwardmarketing@... fastforwardmarketing@yahoo.com
& Richard Canale Richard Canale {rcanale @opriusmail.... rcanale @opriusmail.com
& Ryan Lewis Ryan Lewis (drlewis400@aol. com) drlewis400@aol.com
& Somer Melson Somer Melson {somer.doterra@gmail.... somer.doterra@gmail.com o
To -=
Cc-=

Red Hot Rockstars

0K Cancel

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