Contact Group (Distribution List) in Outlook 2010

A contact group (i.e. distribution list) is a collection of contacts (contact: Person, inside or outside
of your organization, about whom you can save several types of information, such as street and
e-mail addresses, telephone and fax numbers, and Web page URLS.). It provides an easy way to
send e-mail messages to a group of people. A message sent to this distribution list goes to all
recipients listed in the distribution list. You can include distribution lists in messages, task
requests, meeting requests, and even in other distribution lists.

1. Click on the New Items drop-down arrow.
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1. Click on the Contacts navigation button (bottom left).
2. On the Home tab, select New Contact Group.

The Contact Group dialog box will appear.
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Adds an email address to the distribution list.

Removes a member from the distribution list.
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Create a Contact Group (Distribution List)
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There are no items to show in this view.

3. Inthe Name: field, assign the personal Distribution List a name.
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4. Click on Add Members command in the Members group and &2 From Outiook Contacts !

select the people you want to add from your Outlook Contacts, & From Address Book
Global Address Book, or Create New Email Contact. (select & | New r—— E
Address Book) : Fr

5. The Select Members: Global Address
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them to the Members field. "
§Aabd,Marta NUTRITION SERVICES ASSI... GCH - GULF COAS ‘
& Abalos, Joe (Jose) EXEC DIRECTOR, ACCT/ST ... ADN - ADMINISTR
8 Abalos, Julie TEACHER, SOCIAL SCIENC... 72153 ENM - EAST NAPLE
§ ABARCA-LOZANO, MARIA NUTRITION SERVICES WOR... IHS - IMMOKALEE
§ Abbott, Jennifer TEACHER, THIRD/ELEM 75738 SLE - SHADOWLA\
1 8 Abbott, Michelle TEACHER, FIRST/ELEM 74503 LES - LELY ELEMEM
6. When all names are added click OK. o v il e s i
& ABDO, JANE TEACHER, FIFTH/ELEM 74777 GTE - GOLDEN TEF
& Abele, Maureen SEC TO DIRECTOR, SD/IT/MS 70451 ADN - ADMINISTR
& ABELLA CRESPO, DEYSI ASSISTANT, TEACHER/ATH... NHS - NAPLES HIG
8 Abney, Barrett TECHNICIAN, AV ADN - ADMINISTR
8 Aboe, Ronda TEACHER, SECOND/ELEM 76514 CES - CORKSCREV
& Abounader, George Charter School 73204 MCM - MARCO CH
§ Abraham, Courtney TEACHER, FIRST/ELEM 75441 PES -POINCIANA _

To add a member that is NOT listed in the Global Address Book

1. Click the Add Members command in the Member group and select New Email Contact.

2. The Add New Member dialog box will (e <
appear.
. . @ Display name:
3. In the Display Name: field, type the _
E-mail address:
members name.
Emaitpe:  [SVTP
4. In the E-mail Address: field, type the Rt Rart et Outook decide the best sendng formot. [
members email address. -
|| Add to Contacts
5. Click OK. O
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