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Workshop Overview

. 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



Creating a Local Distribution List

Distribution List - can be used to drop the
members in the distribution list into any email, e
| AAOET ¢ OADPI Uh 1 Ohdela@Bb A - 5 QA QbyOireryio DL roldD B - senamecene -

number of predefined Distribution Lists that have \ )
been set up Globally on the Exchange Serverie ( 33 Mail Message Ctri=N
Faculty and Staff) %) Post in This Folder Ctrl=Shift+S

| Folder... Ctrl+5hift+E

) Search Folder... Ctrl+5hift+P

Lists created on your machine will be stored
locally on your computer and available under the

Mavigation Pane Shortcut...

O#1 1 OAAOOS EAAAAO i £ OEA|E PIRAI MAKOAOO , EO
:I Meeting Reguest Ctrl+5hift+Q
. ) . . & Contact Ctrl+Shift+C
Distribution Lists you create may be shared with @ Distribution List e ShifteL
other Users by giving them Review Rights to your 3 Task e
# I T OA A O (_) O & I | A A O 8 @ Task Request Ctrl+5hift=U
JF_J Journal Entry Ctrl=5Shift+)
To create a Local Distribution List =] MNote Ctrl+ Shift+N
=5 Choose Form...
Click on the New Button in the Toolbar L

Qutlook Data File...

e ~ ~ yd ~ ~ ~ T

Clickonthe O$ EOOOEADOOETinthe, EODOOH /| DPOET 1
drop down Menu.



Cristribution List Insert Format Text
e - = = =3 P =D Fre 2-] = | C
sl send - - =" -"-~'.j -l T - T==" =g ;
b = &b_| & S ey & $=| T = E=
Save & B Delete rermbers| Potes Select Add  Remowe Update E-rnail Meeting Categorize Follow Private Spelling
Close Flembers  Rew [ Pt - g = ~
Actions Show Fembers Communicate Cptions Proofing
[ Calendar 2007 Using Delegates Class
Mame: |De|egatic\n Class Jlune 10 Registered
A/ Mame E-mail
==l Basken, karin . bazken@uwwp,edu
==l Grawves, Bewerly D, graveshi@uwp.edu
==l Menke, Scott A, menke@uwswp.edu
==l Mico, Janice A, mico@uwvp . edu
==| Muhlenbeck, Judith &, muhlenbe@uvwp.edu
==l Twlock, Ruth L. tylock @ uwp.edu

Type the name of the Distribution List you wish to use. The name will be displayed under the
O#1 1 OAAOS6 DI OOEIT 1T &£ OEA "11T AAl ' AAOAOGO , EOO

Clickon the Select Members Icorto display the Global Address List and lookup the Users you want
to Add to this List.
Note:
ALists can be identified and Categorized using the Color Category Feature.
AFrom this Window an Email or Calendar Invite may be started for the Users in the list by
selecting the indicated Icons.



USing Distribution Lists (Global or Local)

P

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

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

Search: (%) Mame only

Marne

) Mare columns

x|
Address Book

Global Address Lisk w Advanced Find

Title Business Phone Locatic

% Aaron, George {aaron001)

£. ahata. Yanessa R fahakanniy

[outlook Address Book,
__ I
Local Distribution Lists and Email Addresses Global Address List
Al Address Lisks
you have added to your local Outlook all Contacts
Address Book will be displayed. These may EH grnups
be selected and added to the current list of 2l Usars
recipients for the Email you are creating. | Distribution Lists
Advisee Lists
l Alurnni
Emplovess
For Global Distribution Lists Selectthe | — Groups or Qrgs -
. . . Mass (Policy 750 Lists
desired Global Group Listing. Student
— | stodent Majors
. . . Faculty and Skaff
Globally defined and Maintained Public Eolders
Distribution Lists will be displayed for the Student Users

Group selected. NOTE Individual Lists may
be restricted to Users with specific
Permissions to use the particular Listing.

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



USing Distribution Lists (Global or Local)

. x o B
When selecting users to receive an Email x|
or InV|tat|0n |n Outlook Global or Local search: () Mame only  (O'More columns  Address Book
Distribution Lists can be selected for the L B fckvanced Find
To, Cc, or Bcc fields. S — e nckhess it —
All members of the selected distribution € Ahaa. Uanecea P (ahatann ) s s
. . 4 . Il Groups
list will receive a copy of the email EHEDDFES
. . B} . . Distribution Lists

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

— - Factiy and ot

Ta... Delegation Class X
L ‘l Search: (®)Mameonly  ()More columns Address Book
Send Contacks - Advanced Find
Su tl_| ect: Mame Display Mame E-mail Address

#% Delegation Class Delegation Class

&2 Delegation Class June 10 Re... Delegation Class June 10 Regist...

C||Ck0n the + SymbOI by the LISt Namm expand %E:slfgation Class June 12 Re... ::):sltegation Class June 12 Regist...

the IISt and dISpIay a” the names Of the Users & Thomas R, Durso Thomas R, Durso {kdurso@sbeglobal. ... tdurso@sbeglobal ne
assigned to the List. Individual Users can then be
removed from the recipient list in receiving this
particular email.

< >
To.. Basken, Karin C; Graves, Beverly D; Menke, Scott &; |
=1
send
Subject:

E =



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

While in the Folder List Window:
AHighlight the Contacts Folder

ARight Clickto display theDrop Down Menu

A Click on the Share Contacts Optiorto display the
Invitation to share your contact list, anédd the
recipients you wish to include in the invitation.

While In the Contacts Window /
Adighlight the Contacts Folderyou

wish to share in the Navigation Pane

A Click on the Share my Contacts

Folder Linkto display the sharing

Invitation for the selected contact

list, andadd 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.



