 (
Outlook: Changing Distribution Lists
) (
Click on Contacts and then double click the distribution list you want to change. 
)[image: ]
 (
Click once on the person you want to remove from the group and then click the Remove button at the top of the window.
)[image: ]
 (
Click Select Member to add a new staff member to your list. 
)[image: ]
 (
If you need to rename your group, type in the new name beside Name. Then click the Save & Close button.
) (
Type in the last name of the new staff.
 Locate him/her in the list and double click. The name pops down to the bottom Members box. Click OK.
)[image: ][image: ]
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