Building Student Email Distribution Lists
Using Microsoft Office XP / Outlook 2002

STEP 1
Open Outlook
Click on View from the menu bar and select Folder List.
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From the Folders List, click on the plus sign next to Public Folders to expand it then
click on the plus sign next to All Public Folders to expand it as well. You should see a
Contacts Folder called Students Email as the last item listed under All Public Folders.
Right-click on Students Email and select Properties.



o ey SN =
ST EnTS A (W CrosoTi I Do

File Edt View Favorites Tools  Actions  Help

Clten - % Fnd - DEE .
< Back B
Outlook Shartcuts || Folder List x I T 5
- Archive Folders & € Boncaf) i . & ams, Bonn
@ 5 @ Outlook Today - [Mailbo - Lis E-mail: rjsbez?@sjcporta. .. E-mail:
= Public Falders _ N
Abeyta, L E Ad Ch
-7 All Public Folders ‘ t b i
m 2 BAIT Abney, Stephanie D Adams, Dere
s S Business Affairs E-mail: sdsbrey74@sicp. ., E-mail:
Inboix (24) $E FaculbyStaff Lounge
#-4E Information Technolo | Abrahamson, Elizabeth M Adams, Edwil
#-4E Instruction E-mail: emabrahamsonis,.,, E-mail:
B3 Internst Newsgroups
Calendar #-4E Learning Technologie:.  Accourtius, Larcy J Adams, Nichc
= $E3 President Staff E-mail: liaccourtius92@s;j. .. E-mail:
@ SE prototype discussion
= T2 Student Services Acosta, Darla L Adams, Paul:
Contacts @ F-rnail: dlacastati@sicpa... E-mail:
. [Z Open
?@ . y Adams, Robe
Open in New Window costaS3@sicpo... E-mail:
Tasks Send Link to This Folder
} thelle D Adams, Shan
Advanced Find... adairsmith37@. ., E-mail:
oles Adams, Williz
Y Copy "Students Email”... dakaizz@sicpa. .. E-mail:
Adamson, Tri
akaizz@sicpor... E-mail:
Deleted Items
N Agee, Angela
add to Qutlook Bar adakaill@sicp. .. E-mail:
Add bo Favorites, . R Ahlm, Edwarc
Mark &l a5 Read adame26@sjcp. .. E-mail:
My Shortcuts Properties
Other Sharteuts | 4

2949 Items, 2949 Unread

f—
[P

% f\; ﬁ] = & 2 Intermet Expl.. = [0

From the Students Email Properties window, click on the Outlook Address book tab then
check the box next to Show this folder as an e-mail Address Book and click Ok.
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Y ou should be back at Outlook.



STEP 2
Open Outlook
Click on Tools from the menu bar and select E-mail Accounts.
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From the E-mail Accounts window, select View or change existing directories or
address books then click Next.
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‘ou can change the e-mail accounts and directaries that Outlook uses, =

E-mail
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™ Wiew or change exisking e-mail accounts

Directory
" add a new directary or address book

{* iew or change existing directories or address books:
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From the Directories and Address Books window, select Outlook Address Book under
Name and click on the Change button.
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Directories and Address Books
“ou can choose a directory or address book below to change or remove it.
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From the Microsoft Outlook Address Book window, highlight Students Email: Public
Folders and select File As (Smith, John) from under Show names by and click Close.
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To designate a Contacts folder as an Qutlook Address Book,
qo to the Properties dialog box for the Contacts Folder, On
the Cutlook Address Book tab, select the "Show this Folder
as an e-mail Address Book check box.

Cutlook Address Books:
Contacks: Mailbox - Lisa McCord

Students Email: Public Faolders

Remove Address Book, |

Shiow names by

" First Lask {John Smith) {+ File &s (Smith, John)

Click Finish from the Directories and Address Books window.

You should be back at Outlook.
Close Outlook and come back in for the changes to take effect.
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STEP 3 Create a distribution list using names in the Student Address Book

On the File menu, point to New, and then click Distribution List.

In the Name box, type a name.

Click Select Members.

In the Show names from the list, click the Student Email address book that
contains the e-mail addresses you want in your distribution list.

5. Inthe Type name or select from list box, type a name you want to include. In
the list below, select the name, and then click Members. Do this for each person
you want to add to the distribution list, and then click OK.
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If you want to add a longer description of the distribution list, click the Notes tab, and
then type the text.

The distribution list is saved in your Contacts folder by the name you give it.
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