Creating a New Contacts List (Address Book of Groups)

From the Contacts navigation pane, go to
File/New and choose Folder.
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Type in a name and click OK.

Create New Folder

Mame:

]

Qﬂw Mew Conkacks List| _)

Folder contains:

|C-:-nta-:t Tterns

Select where to place the folder:

= @ Mailbo: - parn weir
1 Cabinet
| Calendar
1 Checklist
8= Contacts
&) Deleted Items (4)
| Dacuments
7| Drafts [1]
=] FISD Administrakors (Sherri Richardson)
=] Frequent Contacts
[ Inbox (21}

With your new Contact list highlighted, go to
New/Distribution List.

Type in the name for your new Distribution
List (group).

Click Select Members to add people from
within the district or in any of your current
address books. Double click each name in
the list to add them to Members.

If you want to add someone not in any of
your address books, click Add New and type
in the information.

When finished, click OK.
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Add to distribution list:
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