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Step
-
by
-
step instructions on 
how to make a personal group/list of email addresses. 
This is useful if there are a large amount of (previously) ungrouped people you email on a regular basis.
) (
This document will help explain how to create a custom email list.
There are many available lists for common groups in the Global Contacts in your webmail. If you search for “DIST” you will find useful groups such as “D
IST
 – Vice Principals” and “D
IST
 – Kateri Mission Staff”.
This help document will show you how to make your own lists for frequent re-use, handy for smaller committees or personal groups. 
For help with other or similar topics, try our website 
Help & Support
 section under the 
Educators
 
tab.
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The first step is to log into your webmail like you normally do, then go to the ‘Contacts’ section, shown (1) in Figure 1.
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Figure 1


Secondly Click ‘New’, shown (2), 

and select ‘Distribution List’ (3).





A window will then pop up, shown in Figure 2.
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Figure 2

	1) Here you specify a name for your e-mail list.

	2) You can add addresses in two ways. If the address is in the district, 	or in your personal contacts, click the “Find Names” button and 
	find/choose them as you normally would. 

	You can also add non-district email addresses and email addresses 	that you have not yet created a contact for, this is done by manually 	typing them into the white bar to the left of the “add” button.

	3) And click “Add” to add them to the list.





You can continue to add as many addresses as you would like to your list.
 A few important things are listed below in Figure 3.
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Figure 3

	1) As you add contacts/addresses, they will populate below.

	2) You must click the ‘Save & Close” when done, if you simply close the 	window by clicking the “X”, your list will not be saved.

	3) When ready, now or in the future, you must click this small 	contact/envelope icon to compose an email to this list.






After saving, your distribution list(s) will show up in your contacts section as normal contacts do, but they will have an additional icon on the right, as shown below.
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Figure 4

Double-click to open the list and click the button shown by the “3” in figure 3 to send to the list.


There you go!

Thanks,

Grande Prairie and District Catholic Schools
I.T. Department.
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