Addressing: Distribution Lists

About o Distribution lists are a collection of users under a single distribution name.
Distribution e The maximum number of users per Distribution list is 100.
lists
Contents This publication contains the following topics:
Topic

Creating Distributions lists

Handling Distribution list over maximum (100) members

Editing Distributions lists

Sending e-mail to Distribution lists

Adding Bcc to Distribution list

Applicable Outlook 2003 Client
usage
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Addressing: Distribution Lists — Creating

New
Distribution
List
procedure

Version 1

Step Action
1 Select the Contacts folder you wish to add your Distribution List to.
2 | Click New >> Distribution List on the Contacts toolbar.

Bl consultants - Microsoft Outlook
File Edit View Go Tools Actions Help Adobe f

BENew -| S B X | ¥ B & -|EoFi
54 Contact Crl 4+
My Contacts |§J Distribution List Ctrl+Shift+L

83 Cortacts | = Folder. .. k Corl+Shift+E£
8 Marual MNavigation Pane Shortcut. ..
Al B Mal Message Cirl+Shift-+v]

Result: The Untitled - Distribution List screen will pop-up.

Enter the new Distribution List name in the Name: field.

Members can be added to the Distribution list (instructions below):

e From the Address Book or Contacts by selecting the User name or
Distribution List

¢ Manually by typing the user e-mail directly into the Members field

Continued on next page

Page 2 of 8 Date last modified: 07/18/2007



Addressing: Distribution Lists — Creating, Continued

New
Distribution
List procedure
(continued)

Version 1

Step

Action

To Select Members using the Address book

Step

Action

1

Click Select Members... button.

FE Picnic Committee - Distribution List
Fle Edit Wew Insert Tools Actions Help

[ Save and Close | & v 5| X

Members I Motes I

Mame; IPicnic Comrmithee

Select Members. ., Add Mew. .. | Remaove

| Mame 7

There are no

Shows Mames From the:

Under the Show Names
from the: list, select the
Global Address List.

Global Address List j

All Contacts
All Groups
All Users
Result: Select Members Public Fokders
. Syt acuse University
screen will pop-up. outook Adsress ok
Consulkants
Contacts
Mine
Crver100List

1. Highlight the Users or Distribution Lists to select them.

2. Click the Members button to load the selections into
the Members field.

3. When done, click the OK button.

Result: The Distribution List panel will appear with your
selections.

Continued on next page
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Addressing: Distribution Lists — Creating, Continued

New
Distribution
List
procedure
(continued)

Version 1

Step

Action

To Manually Add New Members

o For people outside the University and not on Address Book or Contacts
o Repeat steps as needed for each

Step | Action

1 Click Add New... button.

Members I Nokes I

Result: Add New Member screen Lol P, v P2
POPS UP- Seleck Members... | Add Mew,.. [\;J

2 Fillin all information and click OK.

Add New Member x|
Display name: IJoan Wilder

E-rnail address: I]oan@wildar.com

E-rnail bvpe: ISMTP Cuskom bype |

by e =Wl Lek Cutlook decide the best sending Format

¥ Add to Contacts

coua_|

Result: New name appears in the member list.

A= il \Waters (jwaters@bbbcompanty. com) jwaters@bbbcompant, com
=] Joan Wilder joan@wilder.com |
&= Martha Williws (martha@partyplanners.net)  martha@partyplanners.net

When all Members and Distribution Lists are added, click the Save and Close
button.

The Distribution list will be added into the Contacts folder you selected.

My Contacts

84 Contacts
8 Marual
5 Consultants

IPicnic Comittee _
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Addressing: Handling Distribution lists with over 100 members

How to handle  To create Distribution lists with greater than 100 members, you must do the

Distribution following:
lists with over
100 members 1. Create distribution lists (sub-lists) containing 100 or fewer members each.

2. Create a distribution list containing the sub-lists.

Procedure for Step Action
Distribution list 1 | Use the instructions above to create each of your sub-lists as shown in the
over 100 users example below:
Over100List
My Conftacts |Euhlist Picnic Committee [ #:]
E ::ﬂgr?tacts Sublist Picnic Entertainment [ ]
EE: Cver 100List Sublist Picnic Yendors 5]
Current View [}

2 | Select the Contacts folder you wish to add your full Distribution List to.

3 e Enter the new full Distribution List name in the Name: field.
e Click Select Members button.

4 Under the Show Names from the: list, select the folder where your sub-
lists reside.

Result: Select Members screen will pop-up.

5 | 1. Highlight the sub-lists to select them.

2. Click the Members button to load the sub-lists into the Members
field.

3. When done, click the OK button.

Result: The Distribution List panel will appear with your selections.

6 | 1. Make any changes to the list or the panel.
2. When complete, click the Save and Close button on the toolbar.

7 | Your full Distribution List will appear as a Contact in the folder you

selected.
Contacts | Overt0is
My Contacts
84 Mine —_— .
83 contacks Sublist Picnic Committee o
8] Over 100List Sublist Picnic Entertainment o
Current View Sublist Picnic Yendors o
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Addressing: Distribution Lists - Editing

Edit
Distribution
List procedure

Version 1

Step Action
1 Open the Contact folder and the Distribution List to be edited.
EE Sublist Picnic Committee - Distribution List =1 3|
Fle Edit View Insert Tools Actions Help
HSaveandClose | & | # B3 B ¢ 5 X | & -9 - Q)E
Members I Motes I
Select Members, .. | Add New... Remove I Update Mow ”
lmame 2 | E-mnail [<]
A= Jill Waters (jwaters@bbbcompany. com) jwaters@bbbcompany .com
8= Martha Wiliars {rartha@partyplanners.net) martha@partyplanners.net
2 Make necessary changes.
Use the... To...
Select Members... button | Add Users or Distributions Lists
Add New... button Manually add Users
Remove button Remove any existing Members
3 When complete, click the Save and Close button.
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Addressing: Distribution Lists - E-mailing

Distribution e Messages can be sent to Distribution Lists, sub-lists and others at the same time.

List E-mailing e Distribution Lists are eligible to “auto fill” in the To, Cc, Bcc fields.
Procedure

Step Action
1 Open the Contact folder and the Distribution List to be e-mailed.

2 Right-click on the Distribution List and click on New Message to
Contact.

Contacts

My Contacts /PI",‘MT CLICK
5 M
£ Contacts e
Al Over 100LEE SIiﬁll"iliIJ Print

i
Curment View Sublist Picnic I—
[ 1 15 New Message to

® Address Cards Sublist Pinic |

S MNew Meetng Rec to Contact

Result: A new e-mail will open with the Distribution List in the To...
field.

Note: Distribution Lists always appear with a plus sign in a box
preceding the name.

3 Complete the e-mail and click Send.

Continued on next page
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Addressing: Distribution Lists - E-mailing, Continued

Expanding Note: Once you expand a Distribution List, you will not be able to collapse it again.
Distribution

Lists to see Step Action

Sub-lists or 1 Click on the plus sign in a box E preceding the name of the

Members Distribution List.

To... | I ublist Picnic Committee
o I

2 Note: Outlook may display the following warning message. Read and
click OK or Cancel.

Expand Lisk x|

) If you expand the list, Outlook will replace the
. list with its mermbers. You will not be able to
collapse it again.

™ Please do not show me this dialog again

oK I Cancel | [}\

3 Outlook will display all members of the Distribution List.

Ta.. | m Waters (waters@bbbcompany.com]; Joan Wilder; Martha Williams (martha@partyplanners.net] |

ceo || K

Note: Expanding a Distribution List comprised of sub-lists will display
the sub-lists. To view Members, you must also expand the sub-lists.

Adding Bcc to There is no Cc or Bcc option available when creating a new Distribution List.
Distribution
List You may Cc or Bcc a Distribution List or Users at the time you create the email.
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