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Recreating Lotus Notes Groups in Outlook 
 

If you have a mailing group in Lotus that you want to copy to Outlook, follow the steps below.  This should work 

for any groups with Internet e-mail address as the recipients (ie:  bubba.ray@nebraska.gov) 

1.  While in Lotus, open a group as if you were going to make changes to the group. 

 

2. Select all of the members in the list by highlighting their addresses.   
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3.  Right click on the selected area.  A pop up window will appear.  Click Copy. 

 

4. Go into Outlook and make sure you are in the contacts list.  This is done by clicking on the Contacts 

button in the Navigation pane. 
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5. Choose File, New, Distribution List to open a new Distribution List window.   

   

6. Name your distribution list that you are trying to recreate. 
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7. Now, in the Distribution List tab of the ribbon, click on the Select Members button in the Members 

group. 

 

 

8.  Once the Select Members: Global Address List window appears, in the Members -> blank area of the 

window, right click the blank area and select Paste from the pop up list.   

 

  

Right Click 

Here 
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9.  You will see the mail recipients in the Members -> area.  Once that has happened, click OK. 

 

 

10.  Now the new Distribution List should be populated with the original people from Lotus Notes list.   Click 

on Save & Close to complete the transfer of this list. 

 


