How to Create a Distribution List in Microsoft Outlook
First, Log in to Microsoft Outlook.

Once you are logged in, click on the File button. Next scroll over New and click on Distribution List.
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Click on the Add New button.

[ Inbox - Microsoft Outloo =
E File Edit View Go Tools Acdions Help Adobe PDF
o B i GiNew - | gy (3 X | SuReply Sl Replyto orward V| Fsend/Receive ~ (& | @ Searchaddressbooks - | (@ B
{ & snagit
75 nagt I IJ'D,! H o a9 |7 titled - Distribution List -8Xx
= fLis =
Mail - Distribution List Insert Format Text (7]
Favorite Folde(| == |[ x> || o e — = '
e by = g 2 =5 (B2 B3 = i ABG
[ Inbax =l g h M| G = = HHE == = v 4
B Unresd N Gave s ¢ perete ||[Members| Notes || Select | Add |Remove Update || E-mail Meeting || Categorize Follow Private || Speling
= sentItedl| close Members | New [% Maw - Up~ -
Mail Folders Actions Show | _Members || Communicate Options Proofing
LAl Mailltey | |
[=RC Aai
= 5 Mailbox 3/ Name E-mail
@ Dele Th it to sh in this vi
LZ Draft €re are no Iems to show In 15 view,
[ inba
(g Junk
= outy
([ Rss
[ sent
# LA sear B
R ]
| 2
& Internet HA00% -

'Ei Docurent1 - M

Type the name of the person you would like to add to this list in the space provided entitled Display Name.
Next, enter the e-mail address that corresponds to the name. When finished, click OK.
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This person has now been added to your Distribution List.

Once you'’ve clicked OK, you can name your list in the space provided. You can also see the contact that you
added to the list.
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Click Save & Close when finished.

Next, you will see how to send an e-mail to the new Distribution List.



Click New (as in new e-mail).
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A new blank e-mail dialog box will appear. Click on the To button.
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Click on the second scroll arrow and click on Contacts.
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You can now fill in the body of your e-mail and send your message.

Now, select your new Distribution List and Click OK.
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You have successfully completed this tutorial.

Questions? Call 870-460-1820




