Please keep in mind that Students will need to be added as contacts before continuing.
Go to File — New — Contact do add students to your contact list.

How to Create a Distribution List in Outlook 2007

1. Open-up Microsoft Office Outlook 2007

2. Click the drop-down arrow next to “New” (the same “new” you click when you want to
create a new message), then select Distribution List

3. You can also click Ctrl + Shift + L
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A new window will appear once you’ve clicked on “Distribution List” and from there you’ll
select the contacts that you would like to be a part of the list, and give it a name.



zb_j\;'. H ¥ U & 5 )5 Untiled - Distribution List Lo | )
\--/' Distribution List Insert Format Text el
H | %v [@ # ﬁ & Add Hew E-"l_‘} __q_| B categorize - | ABC
& Remove jJ £s ¥ Follow Up = 4
Save & Select E-mail Meeting . Spelling
{I:ust Members B Update Hew (3) Private -
ww Members Communicate Options Praofing

Mame: |Famih] .
)| Name E-mail -
Tl Ashley Wagner -

Wil § ek i s

The name for my distribution list in the example above is “Family.” Once | enter a name, then |

can click “Select Members.” This pulls up my contacts list so that | can choose which individuals

I would like to be a part of my “Family” list. You can add members by double-clicking on each
name. Once all members are selected, you’ll click “Save & Close.”



