1. Open Outlook

2. Click the down arrow of the New
Button and select Distribution List.

3. Title the Distribution List
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4. Click the Select Members Button
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5. Select which Address Book

6. Enter the name in the search box.
Double click the correct contact and
click ok

7. Notice that you can select all of the
members before clicking the OK
button
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| Name Tile | Contacts
& Adkins, Craig All Contacts
& Administrator All Groups
5 All Administraton All Rooms
& All Coaches All Users
Public Folders
&5 All Counselors
5 All Elementary
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thomas| Go | Global Address List ~  Advanced Find

| Mame Title Business Phane Location

r Thomas, Brett

& Thomas, Christy

& Thomas, Kevin

8§ Thomas, Mancy L.

& Thompson, Misti

§ Thompson, Shellie A,
& Thomson, Kara

§ Throneberry, Judy E.
£ TommyBest

8 Torres, Claudia A,

& Wade, Barbara A,

8 Walker, Amy

8 Walker, Rebecca A,
8 Walker, Wayne

8§ WebMaser

8 Wells, Keitha 5.
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§ West, Wanda C.
§ White, Diana K.

§ White, Frank D.

& White, Linda M.

& White, Sara

& Whitsitt, Jane G

§ Whitworth, Lishia

§ Wiliams, John

g Willams, Kelly A.

& Willams, Kerri

& Willams, Wesley

§ wiliamson, Carelyn

& Wiliamson, Lisa

& Wilson, Brittany

g Wright, Christapher A.

= Zeitler, Patrida K.
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Thomes, Christy; Burnett, Brad; Zeitler, Patricia K.

Dianna Jackson

Microsoft Outlook

Page 2

Distribution Lists




8. The email addresses show on the ’3} CEEESD gl Dapcven L
right Column Distribution List Insert Format Text Developer
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9. When finished adding members
click the Save & Close button L Jae

=l Burnett, Brad burnettwb@jacksboroisd.net
=l Jackson, Dianna Jjacksondl@jacksboroisd.net
=] Thomas, Brett thomasmb@jacksboroisd.net
=] Thomas, Christy thomasgc@jacksboroisd.net
=] Zeitler, Patricia K. zeitlerpk@jacksboroisd.net

10. Open a new email. Click the To
button. Navigate to Outlook e T .

bust  Optismy  PomutTest  ODewiepm

Address Book>Contacts. Your ~ o

distribution list has been added. e r—— e o]
Click the list to send to everyone |

contact listed for that distribution | e
list.
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Cifece:  O40-567-T3500
Cel:  990-230-4343
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