MarinCOE Distribution List Management OVERVIEW using Outlook

OVERVIEW OF NEW LIST MANAGEMENT FOR EMAIL GROUP DISTRIBUTION LISTS

In Outlook on your computer click on the ADDRESS BOOK to begin
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Your list members show in a scroll window and permit you to

have a glance at members easily.
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ADDING AND REMOVING CONTACTS TO YOUR DISTRIBUTION GROUP (aka List)

To ADD a contact to your list you must either have that contact in your Contacts or you can create one.

Adding contacts is fairly straightforward

Simply use the New Items or in the “People” menu the New Contact
option to open the new contact window.
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Click on Modify Members... button to open up the member list

Click on the Add... button in the Contact Group Membership window.

Change your Address Book option to All Contacts to permit you to see the

MarinCOE Distribution List Management OVERVIEW using Outlook

General |Member Ofl E-mail Addressesl

P[]

Display name: IIS_Sec
Alias name: GRLEEEE
Owner:

Notes:

Add to Contacts | Actions

[ Members

.‘. Dane Lancaster Senior Dire
.‘. Danny Bauer

2, Debbie Aviran

.‘. Lisa Francesca Lanning Systems An
.‘. MNew AD Sync THe man ol
5 Mick Mitchell

5 victoria Seils

-
4 »

Modify Members... |

oK I Cancel | Apply: |

ontact Group Membership il

Contact Group

Dane Lancaster

Danny Bauer
Debbie Aviron

MNew AD Sync
Mick Mitchell
Wictoria Seils

Lisa Francesca Lanning

Remove

flik

Properties...

OUTSIDE CONTACTS Click on the OK Button on all three contact windows to set

the new user on the list.

Either double clicking on the Contact Name OR highlighting

the user and then using the
Add ->

Promotes the name in the Add box.

(0]4 Cancel |

x|

ILISB

IAH Contacts - llanning@marinschools.org LI Advanced Find

I Name | Title Business Phone Location | Department

3 Lisa Baldwin
€5 Lisa Casey
(5 Lisa Conlon

£ Lisa Davidovitz
(E; Lisa Donahue
=y

(i Lisa Hartman
€5 Lisa Ingels

3 Lisa Jlimenez

Click the OK button on ALL WINDOWS to save the change ot Konaric

to the list.

- Just a note —Sometime a new contact on your
COMPUTER OUTLOOKS application takes a few minutes
to be seen in the Contact directory on 365 — you might
have to allow OFFICE 365 time to Synchronize.

To Remove a Contact from the list simply HIGHLIGHT the Member’s name and click
on the Remove button. This will REMOVE them from the Membership list but WILL
NOT REMOVE THEM FROM THE ALL CONTACTS LIST —

s Lisa Klein
Pt
(s Lisa Lalanne

(E: Lisa Langevin

N

4 Lisa Mei
=

[ |

s

Add -> | ILisa Lanning

A

ontact Group Membership x|

[ Contact Group

Jis _sec

~Members

Dane Lancaster

Danny Bauer
Debhbie Aviron

New AD Sync
Mick Mitchell
Victoria Seils

Lisa Francesca Lanning Properties.

Add...

Remove

(0]4 | Cancel




MarinCOE Distribution List Management OVERVIEW using Outlook

USING OUTLOOK TO MAIL TO A DISTRIBUTION GROUP (aka LIST)
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Some key points to make in using this feature:

1) Microsoft WARNING for the Expand List option is that once the names are shown they cannot be rolled back

to the list name.

2) When the addresses are listed all recipients of the email will see the members of the list — not the list name
3) You can use the new Distribution Group “List” in the Cc... or Bcc... email fields just like any other email

address.



