
Advanced ɀUser's Workshop



·Creating Local Distribution Lists
·Using Global and Local Distribution Lists
·Sharing a Local Distribution List
·Email Ribbon Bar Options
·Outlook 2007 & Office 2007 Application Integration
·Design your Own Email Template
·Saving and Using your Email Template
·Online Sources for Additional Templates
·Microsoft Quick Parts Feature
·Questions and Answers



Distribution List  - can be used to drop the 
members in the distribution list into any email, 
ÍÅÅÔÉÎÇ ÒÅÐÌÙȟ ÏÒ ÉÎÔÏ Á 5ÓÅÒȭÓ 'ÒÏÕÐȢThere are a 
number of pre-defined Distribution Lists that have 
been set up Globally on the Exchange Server.   (ie
Faculty and Staff)  

Lists created on your machine will be stored 
locally on your computer and available under the 
Ȱ#ÏÎÔÁÃÔÓȱ ÈÅÁÄÅÒ ÏÆ ÔÈÅ 'ÌÏÂÁÌ !ÄÄÒÅÓÓ ,ÉÓÔȢ 

Distribution Lists you create may be shared with 
other Users by giving them Review Rights to your 
#ÏÎÔÁÃÔȭÓ &ÏÌÄÅÒȢ 

To create a Local Distribution List 

Click on the New Button in the Toolbar 

Click on the Ȱ$ÉÓÔÒÉÂÕÔÉÏÎ ,ÉÓÔȱ  /ÐÔÉÏÎin the 
drop down Menu. 



Type the nameof the Distribution List you wish to use.  The name will be displayed under the 
Ȱ#ÏÎÔÁÃÔȱ ÐÏÒÔÉÏÎ ÏÆ ÔÈÅ 'ÌÏÂÁÌ !ÄÄÒÅÓÓ ,ÉÓÔ ÆÏÒ ÓÅÌÅÃÔÉÏÎ ÔÈÒÏÕÇÈÏÕÔ ÔÈÅ /ÕÔÌÏÏË ÁÐÐÌÉÃÁÔÉÏÎÓȢ 

Clickon the Select Members Icon to display the Global Address List and lookup the Users you want 
to Add to this List. 
Note: 

ÅLists can be identified and Categorized using the Color Category Feature. 
ÅFrom this Window an Email or Calendar Invite may be started for the Users in the list by 
selecting the indicated Icons. 



For Local Distribution Lists:  Select the 
Contacts Option under Outlook Address 
Book .  

Local Distribution Lists and Email Addresses 
you have added to your local Outlook 
Address Book will be displayed.  These may 
be selected and added to the current list of 
recipients for the Email you are creating. 

For Global Distribution Lists:  Select the 
desired  Global  Group Listing.  

Globally defined and Maintained 
Distribution Lists will be displayed for the 
Group selected.   NOTE: Individual Lists may 
be restricted to Users with specific 
Permissions to use the particular Listing. 

When selecting users to receive an 
Email or Invitation in Outlook .  

Do not use a Global List if you do 
Not know the size of the listing. 



When selecting users to receive an Email 
or Invitation in Outlook  Global or Local 
Distribution Lists can be selected for the 
To, Cc, or Bcc fields.  
All members of the selected distribution 
list will receive a copy of the email

Once a Distribution List has been assigned 
as a recipient to an email it is displayed as a 
group by the Distribution List name. 

Clickon the + symbol by the List Name to expand  
the list and display all the names of the Users 
assigned to the List. Individual Users can then be 
removed from the recipient list in receiving this 
particular email.  



To Share your Contacts Folder with another User 
via the Exchange Server:

While in the Folder List Window: 

ÅHighlight the Contacts Folder 

ÅRight Click  to display the Drop Down Menu 

ÅClick on the Share Contacts Option to display the 
invitation to share your contact list, and add  the 
recipients you wish to include in the invitation. 

When Sharing your Contact Folder with another User 
You may keep individual contacts or distribution lists
From being shared by assigning them as Private. 

While In the Contacts Window 
ÅHighlight the Contacts Folder you 
wish to share in the Navigation Pane
ÅClick on the Share my Contacts 
Folder Link to display the sharing 
invitation for the selected contact 
list, and add  the recipients you wish 
to include in the invitation


