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Creating Distribution Lists (Groups)

1. Log into Outlook Client.
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3. Enter a name for the
Distribution List.
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4. Click Select Members.
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9. The names will appear in the 10. Click Save & Close.
Distribution List.

*The first time an email is sent to the Distribution List, click
CTRL + K or the Check Names button on the new email to make
the name of the list auto-complete.
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**The Distribution List will be in the Contacts list.
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