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To use the Distribution List, open a New Message and in the To: line, type in the

name of the Distribution List and click on the Check Names (man with the blue
checkmark)
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Subject:
Attachments:
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Now, the distribution list will change and you can continue as usual with your email
message.
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Find names in | Global Address List | Step 1
Display name | |
Last name: iMau:RaE | First name: | !
Title: Step 2 | Aligs: | |
Company: | |Degarh11ent: | |
Office: | | City: | |
Eind
MacR.ae, Bonita, (ED16) (506) 843-2900 BonitaM Blackville Schi e
MacRae, Connie connie.macrae
MacRae, Coral (R3) 447-4323 Coral Lee.MacRae
MacRae, Dale R. (ED16) macradar
MacRae, James (DOT,MOT) (506) 453-6725 JamesM College Hill Re
MacRae, Jennifer (R15E) jemacrae
MacRae, Kathleen (FCS/SFC) (506) 658-5164  kmacrae Saint John Re
MacRae, Marilyn (ED13) (506) 453-5435 marilyn.macrag Fredericton
MacRae, Mary-Jo (ED- e-Learning) (506) 435-3501 mj.macrae
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Adds the name ar e-mail address specified to the
distribution list. If necessary, this wil search the directory
and your Contacts folder to find a match.

E-mail address

mj.macrae @nbed.nb.ca

When you have added all of the people you want in the Distribution List, click Save
and Close.



How to Create a Distribution List using Exchange

Log into your email account and click the arrow next to New. A drop down menu will
open and click on Distribution List.
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Now, a new window will open as shown below:
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[FE = Name Your Distribution List Here

Add to Distribution List:
[l MName E-mail address /
Access the
Global Directory
Here

Enter a List Name then click Find Names and that will open the Global Directory.
Type in the name of the person you would like to add to the Distribution List. Once
the name is found, highlight the person’s name and then click Add recipient to the
Distribution List.



