To Create a Mailing List

Select the Contacts Tab in the lower left corner.
A Contacts - Microsoft Outlook
i fle Edt Vew Go Tooks
New v | G4 133 0 | ¥ 7 S | SoFdf | Type 2 cor

i B4~ | cisco Unified Personal Communicator

easine Tl

Cal.., = |DirectDial: Type number, press Enter to dial -

| Company |FleAs + Home Phone | Mobile Phone Categories | Job Title
(83 Contacts

Current View &g adley, Brocke
© Address Cards =] Crifa saker Saker, Craig Bryce Baker
) Detailed Address Cards | |82 Tt Baker Beker, Trenti
® Phone List =] dhy Berrymen Berryman, Gay Region 11 Cisco
© By Category e obbie Crain Crain, Bobbie
O By Company &3 arolyn Fairley Fairley, Carolyn
© By Location =] Josh Hardwick Hardick, Josh
© By Follow-up Flag a2 Brandan Hensies Henslee, Brandon
P Sharon Long Long, Sharon
Open Shared Contacts... &= Vickd Overturf Overturf, Vidd 49 {972) 551-0577 +G (936) £61-7922
Share My Cantacts, e Liss Philips Philips, Lisa
Customize Current View...  {jg 3 Darra Pleske Pleske, Domna Clinton Pleske
B Nora Rojas Rojas, Nora Erick Rojes
Erooke Sanders Mesquite 15D Sanders, Erooke
Dad sanders sanders, Dad
Frankie Sanders Sanders, Frankie
Shannon Senders Sanders, Shannon
Toni Sanders Sanders, Toni

Filfl © File Edit Yiew

i|aduew - . AR AEN-

Contact +M to

—
Distribution List Ctrl+Shift-+ E

T e L
=L

=

G2
Cal| Folder... Ctrl+5hift+E R
i Bl Mail Message Ctrl+5hift+4 |_
EH Appointment Crl4shift+4 g
_% Meeting Reguest  Ctrl+5hift+Q C
2| Task Cirl+Shiftre |1
ke || Mote Cirl+5hift+N :.
Choose Form... c
Outlook Data File... X
3’ B




“Z Untitled - Distribution List

E ‘h_agaveandglf?iela‘ P NEE T W [0,

1i Fle Edt View Insert Took Actions Help

(=

) ﬂg ~ | Cisco Unified Personal Communicatg

Select Members

&4 Members I Motes |

I

Type Mame or Select from List:

Select the button “Select Members” and the select members screen will pop
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Search members from the seaych menu. When you find the person you are ready to add,
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A list appears of all of the names added to your mailing list. You can “Remove” and
“Add New” as needed. A name will also need to be added for each-mdiling list and you
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When you are done editing press “Save and Close”.
s .

g

i Ele Edit wview Inss o

% | Full Name

Fleds

Actions  Help

il saveandClose|| & | % =3 % ¢ 55 X | e - # V\@!

H .- PR
: E Save and Close

Home Phone

prsonal Communicator = i call... - |DirectDial: Type number, press Enter to dial - !

Mobile Phone

Categaories

Job Title

Members I MNotes |

Mame: |Ma\|ing List 1

[Selectmembers... ] [ Add New... ] [ Remove

Update Mow

Barnett, Brian

E-mail
Danthony @crandall-isd.net
BBarnett@crandall-sd.net

In your contacts you now see your new mailing list. It will be listed under what you
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named in originally., When sending an email you will type into the “To” line the group




