Additional Outlook Elements

The Address Book
Building a Distribution List

A distribution list is a collection of contacts. It provides an easy way to send messages to a group of people. For
example, if you frequently send messages to a group of students, you can create a distribution list called Physics I-2
that contains the names of all members of the physics class. A message sent to this distribution list goes to all
recipients listed in the distribution list.

File | Edit View Favorites Tools Actions Help

1. Click on File, New, Distribution List. [ hew V5 wai Message .
Open b (%] PostinThisFolder Ctrl+5hift+5
Close All Ttems #7] Folder... Ctri+Shift+£

Save As... Outlook Bar Shortout...
8] Appaintment Ctrl+5hift+A
Folder ¥ | MeetingReguest  Ctrl+Shift+Q
Data File Management... F=] Contact Ctrl+5shift+C
Tmnart and Export. .. @ Distribuﬁo&ist Cirl+5shift+.

Members I Notes I "

2. Name your distribution list.

EEI Name: IBusiness Department
3. Click on Add-New. A

4. Type in the information, click in the Adq to Contacts box if you want their individual address added
to your contacts list and not just as a group\.click ok x|

Display name: ILam:a Wilson

E-mail address: |Imwwlsnn@|isd.ﬂrg

E-mail type: SMTR Custom type

Internet format: ILet Qutlock decide the best sending format j

[¥ Add to Contacts

The Address Book
Adding to Your Distribution List

[Hsaveandciose | & 4 B2 | T 5 X | +-9- 3,

Members I Notes ]

Select Members. .. | Add Mew... Remave I
[ name  # E-mail
Carolyn Warren owarren @lisd. org
Karen Ward knward@lisd.org
Latitia Wilson Imwilson @lisd.org

Carolyn Warren can only be accessed through the group Business Department.

Karen Ward and Latitia Wilson are in the Business Department group and can be accessed individually in the contact list.
If members of your new distribution list are employees of LISD, you may choose

1. Select Members.

Members I Motes ]

@ Mame: IBuslness Department

Add New... Remove

[ Mame E-mail
Carolyn Warren owarren@lisd.org
Karen Ward kwward @lisd.org

2. Type in the first three letters of their last name and scroll up or down until you have highlighted the individual to add.
x|

Show Names from the: IGIUbaI Address List j

Type Mame or Select from List:

con Add to distribution list:

I Mame Members -> I Conrad, Deborah 5 ;I
Conrad, Deborah S !
Control Systems International
COOK, KIMBERLY D =

3. Click on the Members button and their name will automatically be added to your distribution list.



The Address Book
Accessing Your Created Distribution List

® Click the address book icon. lE'H—
® (Click the down arrow on Show Names from and select Contacts.

Salect Names x|
Show Names from the: Contacts j
(Outlook Address Book
Type Mame or Select from List:
Longview 1.5.D.
ENE 5 Te-> | \1sp_creen
. . Barbara Prater -
3. You will see your contacts list and groups have a group of Denris Parr | Redpents —
faces next to the distribution group name. Paul Garner . =
: . . = -
4. Double click the group name and then click OK. You will s
the group in your recipient box of your email address. =

If you right-click on the group name and select Properties you will see a list
of your group members.

The Address Book
Deleting in the Distribution List

A. Deleting an Individual from the Distribution List
To Delete an individual from your distribution group just click on the name and click the remove button.

Members I MNotes I

Mame: |Business Department

Select Members... | Add MNew... Remove
|
[ Mame ¢ S Email
Carolyn Warren cwarren@lisd.org
Conrad, Deborah 5 dconrad @lisd.org
) ) . . i Karen Ward kwward @lisd. org
B. Del etin g a Distri b ution List LB Latitia Wilson Imwilson @lisd. org

Click on the __—~* icon in the Shortcut Bar.

From the list presented, click on the distribution list to delete

: usiness Department '

Emorton %
E-mail: emorton @pinetre.

Ward, Karen

E-mail: lkwward@lisd.org
Wilson, Latitia

E-mail: Imwilson @lisd.org

Right click and select |% Dekte or press the on the Standard Toolbar.



The Address Book
Editing the Distribution List

Folder List

In the Folder List, click on Contacts %G Outiaok Today - [Ma

You will see you contact list popup.

Emorton

E-mail: emorton @pinetre. ..
Ward, Karen

E-mail: kwward@lisd.org
Wilson, Latitia

E-mail: Imwilson @lisd.org

Double click the group or individual you want to edit and click after editing.
h

Signatures

This creates a basic signature used on ALL messages
From the main Outlook window, click on the Tools menu, click Options, and then click the Mail Format tab

Preferences I Mail Setup  Mail FO”‘E}t ISpeIIing I

In the Compose in this message format list, leave it as html.

Under Signature, click Signature, and then click New.

In the Enter a name for your new signature box, enter a name.

Under Choose how to create your signature, select the option you want. Click Next.

In the Signature text box, type the text you want to include in the signature (at the end of each line of text press
shift+enter instead of enter.)

To change the font format, select the text, click Font.

Under Signature, choose the signature that you want to use for new messages and for replies and forwards.
x|

Freferences I Mail Setup Mail Format ISpeIIing I Security I Other I Delegates I

Message format

Choose a format for outgoing mail and change advanced settings.
Compose in this message format: hd

¥ Use Microsoft Word to edit e-mail messages
™ Use Microsoft Word to read Rich Text e-mail messages

Internet Format... | International Options... |

Stationery and Fonts
Use stationery to change your default font and style, change colors,
and add backgrounds to your messages.,

Use this stationery by default: |<Nnne> ;I

Fonts... | Stationery Picker. .. |

Signature

Automatically indude your signature or attach an electronic business
card {(vCard) to outgoing messages.

Signature for new messages: IVicki Clark LI

Signature for replies and forwards: I\.'icki Clark LI

Signatures... |
oK I Cancel | Apply |




