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1. Start Outlook 2003 from your Desktop.


2. Click on Contacts in the lower left of the Outlook Window.


3. Your Contacts will appear on the right side of the window. (These are personal contacts or groups you have added—not MBCS employees.)


4. Click on the drop down arrow to the right of New (at the top) and choose Distribution List.





5. Type in the Name: of your Distribution List (group) you want to create. Example: 4th grade. 


6. Click Select Members.





7. Note that it is searching in the Global Address List (MBCS employees).  





9. Click the Members button at the bottom left.


10. Clear Collins at the top in the Type Name box and type your next name. Example: sporl. It will highlight sporl.


11. Click the Members button. 


*Note that it builds the Members box by putting in each name in your group. Repeat steps until all members are listed.


12. Click OK.


 





* Note that you can click the drop down arrow and change that to Contacts if you want to build a distribution list from your personal Contacts list (for parent emails you’ve added, etc.) 





*  We are building a 4th grade teacher list, so we are staying in Global Address List.


8. Type Name you are looking for: example Collins.


* Note that it highlights Collins on the bottom left.


 





13. You will be back on this screen with all your members listed at the bottom.


 14. Click Save and Close.  





15. Go back to your Mailbox. Click New to send a new mail message. You can type in 4th Grade and do a name check, or you can click on your address book.





16. Your address book appears. You can click the drop down arrow under Show Names from the list: and choose Contacts. 


17. Click once on your new 4th grade distribution list (group) and Click the To button. 


18. Click OK. You are ready to type your message to the 4th grade.





Make a Group (Distribution List)  in Outlook 2003








