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Distribution Lists 

 

Creating a Distribution List 

1. Make sure you are in the contacts list.  This is done by clicking on the Contacts button in the Navigation 

pane. 

  
 

2. Choose File, New, Distribution List to open a new Distribution List window.   

   

 

3. In the Name: box, enter the name you want to use for this group. 
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4. Make sure that the Distribution List tab on the ribbon is selected.  Then, click Select Members under 

the Members group to open the Select Members dialog box. 

   

5. You can select members from either the Global Address List or from your personal Contacts by picking 

which address book you want to use from the Address Book Drop down window.  (Note:  you can mix 

and match people from either address books to create your distribution list.) 

Global Address List 

 

Personal Contacts 
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6.  Type the name of the person you want to select in the search box.  When the list of names that match 

or closely match appears, select the name by clicking on it in the Name list and then click Members. 

 

 
 

7.  Repeat steps 5 through 6 until all of the members are selected and then click OK. 

 

8.  To save the distribution list, select the Distribution List tab on the ribbon, and select Save & Close in 

the Actions group. 
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Modifying a Distribution List 

Adding a Contact from Either the Global Address List or from the Contacts List: 

1.  Open the distribution list for editing, locate and double click on the name of the distribution list. 

2. Select the Distribution List tab on the ribbon, and click on Select Members in the Members group. 

   

3. Find the recipient you want to add in an address book, select the recipient, click the Members button, 

and then click OK.  (Note:  you can add from either your personal contacts or from the Global Address 

List.) 
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4. To save the distribution list, select the Distribution List tab on the ribbon, and select Save & Close in the 

Actions group 

   

 

Adding a Contact NOT from Contact List 

1. Open the distribution list for editing, locate and double click on the name of the distribution list. 

 

2. Select the Distribution List tab on the ribbon, and click on Add New in the Members group. 

   

3. Enter the Display name: and E-mail address: for the new member.  If you want to add the person as a 

contact, select Add to Contacts (optional).  When the contact information is done, click OK. 
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4. To save the distribution list, select the Distribution List tab on the ribbon, and select Save & Close in the 

Actions group. 

   

 

Deleting a Person from a Distribution List 

1. Open the distribution list for editing, locate and double click on the name of the distribution list. 

2. You will see a list of people that are part of the distribution list.  Locate and select the person you want 

to delete from the distribution list by click on the name once. 

 

 
 

3. Now that the contact is highlighted, click the delete key on your keyboard.  If there are more people to 

delete from the list, Repeat steps 2 through 3.  

4. Once all of the deletions are complete, select the Distribution List tab on the ribbon, and select Save & 

Close in the Actions group. 
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Deleting a Distribution List 

1. Select Contacts in the Navigation pane. 

2.  Locate the contact or the distribution list you wish to delete. 

3. With your mouse, click on the name of the contact or the distribution list is to be deleted once.   

4. Once it is selected, press the delete key on your keyboard.  


