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Distribution lists

Distribution lists can be helpful in sending the same message to a large number of people.
Generally, groups of people all interested in the same information will be in a Distribution List.
For example, you could create a list for all staff in your school. Distribution Lists generally work
best with fewer than 100 members.

Microsoft Outlook has the ability to create a distribution list from your Contacts, and store that
distribution list in the Contacts folder. This document describes how to create such a distribution
list. There are 2 ways to create a distribution list: 1) select members, 2) add new members.

Getting Started - 1 select members:

Setting up a distribution list in Outlook 2003 requires you to switch out of the Mail interface that
most users are familiar with and go into the Contacts interface. The easiest way to do this is to
click on the Contacts icon at the lower left of the Outlook window:
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Give the distribution list a name

B Contacts

Microsoalt

From the menu, choose File, New, Distribution list
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Click the Select Members button
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Find names from the Contacts List

Double-click the name to add to the distribution list. It will appear in the Members box

—
| —



School District of Mystery Lake

The notes section of the Distribution List window allows you to write down all kinds of
information about this list such as what the list is for, when you last sent out a message to

the list or when your next message should go out.

=10} X
He Edt Yew [set Fomadt Toos Adiors Heb
dsemicee § 4 5B 0 Y5 X o-v- 0]
Members | Motss
This is a test fist for the CN Tech To | B
b |

Once you are satisfied with how your list is set up click on the Save and Close button.
You will now notice that there is a new entry in your Contacts view for the list you just
created. You will also notice that the Distribution List icon (2 cartoon heads) shows

which entries are lists.
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The second option for adding new members using email addresses

Click the add new button

[F-8 Toat List _ Distributionbist =1
Cofle  Edit View Insert Format fools  Actions  Help
| ol ave and Close | ¢ | b Yl M Ul | T WY | XK | e v - -Mdm!

Members ] Notes l
Name| [Test List

Select Members, | |[ Remove |

L Narne 2
1 7-EASY
@) Community Network
) OSU Helpdesk

Update Now I
=

[ Email
Z-EASY@oregonet ate, ecdu

g3 |
Iﬁ Dinplay name: JGworge W, Bush
E-mall addrassi  |commanderchiefos@whitehouse goy ;]
1] Eemall bypet | B0 Clstom type | L
— }——=
tnkernet formats  [Send Plain Text only ~]
I Add to Contacts
[ ox ]  cancel |

e Provide a display name
o Enter the email addresses that you want in your list

o If you want to add the new contact to your contact list, check the ‘add to contacts’ box
o Save & close
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Now that you understand how to create a distribution list you should understand "Bcc™ or Blind
Carbon Copy.

"Bcc" allows you to send an e-mail without showing everyone the e-mail address of the
recipients. It also is the polite thing to do. This way you're not inadvertently sharing a person's e-
mail with a group of people they may not know, by including them in a mass email. You can also
use the "Bcc™ field to quietly notify a third party that a message has been sent.

Use of "Bcc" for long lists of addresses is important for two reasons:

It protects the privacy of those to whom you send a message, and

It makes forwarded e-mail less confusing to read

When using "Bcc" add your own e-mail in the To: field to ensure yours is the only address
shown.

Sending Messages to a Distribution List

There are many ways to send messages to a Distribution List like the one you have just made.

When in Outlook Mail view, you can create a new email message and press the "To" button to
bring up the address book. Now select your Contacts from the "Show Names from the:" drop-

down menu and you will see the Distribution List. Double click it to add it to the recipients for
this message. Note that the name of your Distribution List appears in bold letters and has the 2
headed Distribution List icon.

Also, you are able to send to your distribution lists from the Contacts view. Right-clicking on
your list in the Contacts view allows you to choose New Message to Contact which will open a
new message request to the Distribution List. And another way to send to a Distribution List
would be to open up the list by double clicking it in the Contacts view and opening the Actions
menu in the Distribution List window. This menu gives you a number of things to do with the
list.

To send to a distribution list

o Create a new message
e Click the To button and select the distribution list from your contacts or type in the name
of the distribution list in the To field.
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Copy a distribution list that someone else has created

e Open an email message that was sent to the distribution list

e Click Reply to All

o Select all the addresses in the To box and use the keys Control + C to copy to clipboard
e From the menu, choose File, New, Distribution list

e Give the distribution list a name

e Click the Select Members button

o Place your curser in the Members box and use the keys Control + V to paste the names

Click Save and Close

Sharing Distribution Lists

When you receive an email with a Distribution List attached, simply drag the Distribution List
icon from the email down to the small Contacts icon in the lower left of the Outlook window.
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Display the total number of items in a folder

You can display the total number of items in a folder, instead of displaying the number of unread
items in a folder. The total number of folder items is displayed in green text after the name of the
folder, while the number of unread items is displayed in blue text.

Right-click the folder you want to display the total number of items for, and then click
Properties.

1. On the General tab, click Show total number of items.

Note: To display the number of unread items, on the General tab, click Show number of
unread items.

Outlook Signatures

Another option for customizing your e-mail messages in Outlook is to create signatures that are
automatically added to your messages.

You can create one signature for new messages and another for message replies and forwarded
messages. You can also have a separate set of signatures for each e-mail account that you use
with Outlook. When creating signatures, keep in mind that they’re part of your e-mail document,
so their appearance should be consistent with the tone of your message and appropriate for the
particular recipients.

To ensure a professional effect every time, format signatures with a small amount of font and

paragraph formatting that compliments the style of your messages and that’s easy to read without
overpowering the message content.

To create an email signature:
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1. Click Tools | Options | Mail Format.

Options El®

| Preferences | Mail Setup  Mal Format | Speling | Secuity | Other | Delegates.
Message Format
—.] _J Choose a format for outgong mail and change advanced settings.

Compose in this message format: 'HTI\rl.i -~ |

[TJuse Micrasaft OFfice Word 2003 to ed e-mail messages
[[Juse Microsoft Office Word 2003 to read Rich Text e-mad messages

[ Internet Format, .. J llntunetional Options... ]

Stationery and Fonts
Use stationery to change your defaulk fort and style, change colors,
A v and add backgrounds to your messages.,

Use this stationery by default: <None> ~ |

[ Fonks... ][ Stationery Picker, .. J

Signatures
,& Select signatures for account: Microsoft Exchange Server e ]
Signature for nesw messages: mee> : \;l
Signature for replies and forwards: <None> ?J
[ Signatures. ., !

[ ok J[ cancet ] Aoy

9. Click Signatures...
3. In the Create Signature dialog box, click New...

Create Signature

Signature:

Praview:

Unable to preview selected signature, or no signature selected.

| OFK | [ Cancel J
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4. Enter a name to identify the signature.

Create Hew Signature

2y

x]

1. Enter a name for wour new signature;

| wark| |

2. Choose how to create vour signature:
(%) Start with a blank signature

() Use this existing signature as a template:

() Use this file as a template:

[ Mext = H Cancel ]

Note: This can be your name or some other description of the signature. For example, you might
have one signature for internal email and one signature for external email. In such a case, you
might name them internal and external to distinguish them.

5. Choose Start with a blank signature and click on Next
6. Enter the information you would like to appear at the bottom of your messages and click on
Finish.
X

Edit Signature - [Work]

Signature bexk
\i_ This text will be included in outgoing mail messages:

Grafam Shatford

Network Adminizirstor

School! Board of My=terny Lake
Thompgson, MB

Office: 204-577-0000|

Direct:204-877-0000
Email:00000@mysterynet. mb.ca

w

[ Fank...

] [ Paragraph... ] [

Clear ] [ Advanced Edit, . ]

wi_ard options

Akkach this business card (wCard) to this signature:

| <Mone =

= |

[ Mew wCard From Contack... ]

J

[ Finish Cancel ]
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7. In the Create Signature dialog box, check the Preview:. If you need to make further changes,
click on the Edit... button. Otherwise, click OK

8. In the Options dialog box, the signature will be automatically selected as the Signature for

NEW messages:

Options _] "

Preferances | Mall Satup | Mall Format | Spelling | Security | Other
Massage Format
K] Choose a farmat For outgolng mall and change advanced settings,
—] Companm in this message Format; | HTML |

[¥] Lise Micrasaft Office Ward 2003 to adit a-mall messages
[T Tuse Microsoft Office Word 2003 to read Rich Text e mall messages

[internet Format... | [International Options... |
Stationery and Fonts

,” Lge stationery to change your default Font and style, change colors,
,L\ S and add backgrounds to your messages,

Use this stationery by default: «None > v |

[ Fonts, ., JI Stationery Picker. . J

Signatures

/‘ Select slgnatures for account| I |
Slgnature For new messages| | Work, w |
>l

Signature For replies and Forwards; <Nore >

Siunature;._. v

OF | [ cancel || Apply

9. To finish, click OK

Set a default stationery

Outlook offers a large assortment of stationery to add creative backgrounds to your e-mail
messages. You can select from the stationery available in Outlook, create your own stationery
from any HTML document, or select from additional stationery on the Microsoft Office Online

site.

e On the Mail Format tab in the Options dialog box, click Stationery Picker.

Note: When you use stationery, keep in mind that the complexity of some stationery designs
might cause your e-mail messages to take longer to open, depending upon the recipient's

computer and e-mail program.
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Stationery might add more formatting than you need for some e-mail messages. For example, a
message to your boss or to a client is likely to look more professional if you use formatting that's
clean and simple, rather than formatting that includes elaborate colors and graphics. Remember
that the reason to use any formatting in any document is to help the content shine through. When
formatting overpowers your content, your message might not be as effective as it can be. To
create a professional impact with all of your e-mail messages, consider instead using well-chosen
Word formatting such as styles, tables, and the occasional graphic, just as you would when
formatting any important document.

Use stationery for a single message

When stationery is appropriate for your message, it can be fun to use. You can apply Outlook
stationery to a new individual message by creating a message based on that stationery.

e On the Actions menu, point to New Mail Message Using, click More Stationery, and
then select your preferred stationery for the new message.

Note: You do not have the option to create your own stationery when you use this method.
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abrownPE

6.

Notes

Add a name to the Blocked Senders List

On the Tools menu, click Options.

On the Preferences tab, under E-mail, click Junk E-mail.

Click the Blocked Senders tab.

Click Add.

In the Enter an e-mail address or Internet domain name to be added to the list box,
enter the name or address you want added, and then click OK.

Repeat steps 4 and 5 for each name or address that you want to add.

You can quickly add a name to the Blocked Senders List by right-clicking the junk e-
mail message, and then, on the shortcut menu, pointing to Junk E-mail and clicking Add
Sender to Blocked Senders List on the shortcut menu.

You can also click on the message, hold down the alt key & press A J B.

If you have existing lists of names and addresses that you want to block, you can import
the information into Microsoft Office Outlook 2003 by saving the list as a text (.txt) file
with one entry per line, and then importing the list.

To remove a name from the Blocked Senders List, in the Blocked Senders tab, click the
name you want to remove from the list, and then click Remove.




