
CREATING DISTRIBUTION LISTS 
If you have a group of contacts that you would send the same information, you can set up 
a Distribution List.  Go to: 
Contacts>Actions>New Distribution List 

This is the screen you will see.  Put in a Name of the list.  Click on Add New. 
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This screen will come up.  Enter in their name in Display Name.  Put in their e-mail 
address. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click OK. 
 
 
 

 a Contact is already entered in your Contact list, you will see this screen.  Just click 
K. 

 
 
 
 
 
 
 
 
 
 
 
If
O
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 



Finish populating your list.  Then Save and Close. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

s what you will see. 
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To send a Distribution List an e-mail, click on New. 

 

 
Click on the To: Button. 
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Click on the Global Address List and then on Contacts. 
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When you find your list, double click on it to enter into the To: field. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Then click OK. 
 
 



It will then populate the To:  field in the e-mail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e will pop up 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Type your e-mail and send it.  Once you send one e-mail, the nam
automatically when you start typing it. 
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OR,  
highlight the group, and click on the envelope icon.   
If you want more than one Distribution List, hold down the Control key and select the  
groups you want. 
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he Distribution List(s) will then automatically be entered in the To: field in your e-mail. 
 
 


