Creating a distribution list on Office 365

1. In Office 365, select the a uncher

[ Mail - DOConnor@imet! X Y b6 Welcome to DCB Group X

% Files - OneDrive x ¥ ] My account

<« C | @ Secure | hiipswetflook.office365.com/owa ¥

B
# “Office 365 | Outlook

Search Mail and Peo.. O @ New|v T Delete i Archive Junk|v Sweep MovetoV  Categories v

2. Then select the People dption

.(%f‘ﬁce 365 Outlook

HOME NEW ALL I

Archive i

Filter v
s fortoday ¢ ™} Agenda
e y
Qs
arren Bo... 9
Mail Calendar
to be setup 1201

will have to go down.

& :’ osaleen . >
arePoi

OneDrive Sh - Incident upd 10:49

bre to work on this issu.

3. Choose the contacts option as below
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4. In this window select the arrow beside New
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5. Select Contact List:
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6. Add a name for the list then add the members, just type the beginning of their email address
and they will appear as below
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7. Once you have the list named and the members typed in select Save
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8. When you need to send an email you just type in the name of the list and it will appear in
the address bar, you can see the members individually if you select the + symbol
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Please consider the environment before printing this e-mail.



