Creating Outlook Distribution Lists

Creating a Distribution List from an Excel Spreadsheet

Create the list of information in Excel

Create an excel spreadsheet. The following sample file has the person’s first name, last name
and email address with the appropriate headings.

A, B C =
1 |Firstname Lasthame email address =
2 |Julie Aavatsmark Jaavatsmark@hallins. edu
3 |Barbara |Adarms badams@Ehallins. edu

4 |Margaret | Airey maireyidhollins. edu
5 |Karen Alford kalford@@hollins. edu
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Open or create the file in Excel.
Select File; Save As and save the file as a .csv file.

Save it in a location where it will be easy to find later (like your desktop).
Close the file.

Bringing the information into Outlook

Open Outlook and click on Contacts in the Outlook Shortcuts Bar;
On the File menu, select New; Folder.
Enter a name for your new folder and click OK.
You don’t need to add a shortcut to the Outlook Bar.
Click on your new folder to open it.
Click on File; Import and Export.
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Click on Import from another program or file; Next.

mpurt and Export Wizard

Choose an action to perform:

Export ko a file
Import a WCARD File (vef)
Import aniCalendar or wiZalendar file (. ves

Impart Fram another program or File
Impart Internet Mail Account Settings
Impart Internet Mail and Addresses

Descripkion

Import data From other programs ar Files, including
ACT!, ECCO, Lotus Organizer, Personal Folders
[.P3T}), Schedule+, database files, text files, and
okhets,

IE | Mest » | Cancel

Select Comma Separated Values (Windows); Next.

Import a File

Select File tvpe to import: From:

ACT! 2,0 Contact Manager For Windows
ACT! 3.x, 4.0 Contact Manager For Windows
Comma Separated Yalues (D05

Comma Separated Yalues (Windows)

dBase

ECCO 2.0, 3.0, 4.0

Lotus Organizer 4.x

Lokus Organizer 5.x

|

[=

Note: If you receive the message ‘Microsoft Outlook cannot start the

Import/Export engine. This feature is not currently installed. Would you
like to install it now?” then click on “Yes’.
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Browse to select your .cvs filename that you created with Excel; Click Next

Import a File

File ko impark:
I; and Settings\wittemiDeskbopiListl.csv  Browse ...
Options

(" Replace duplicates with items imported
{* allow duplicates to be created

" D not import duplicate items

IE < Back | Mext > | Cancel

Select the folder you created in Outlook for the new contacts; Click Next.

Import a File

Select destination folder:

£E21 Campus Agreement
£ Software Information
£ Software Pricing

£ Accounts .-

% Calendar

55 CICY Test

S5 CIT

|2 Contacts

C 28 e Contact List
§2 personal
§2 Software Contacts

{3 Deleted Ttems
e Wt b’

’E < Back | MHext > | Cancel
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Select the Import list (it will be highlighted when selected) and check the check box beside it.

Import a File

The following actions will be performed:

Import "Listl.cs ko Folder: s Contact Lisk

Map Cuskom Fields ... |

Zhange Deskination ... |

s

This may take a Few minukes and cannot be canceled.

IE ¢ Back | Finizh | Cancel

Click on the Map Custom Fields button.

Match up the fields in your .cvs file with the fields in the Outlook New Contact List.

Follow the directions at the top of the window to map (match up) the fields. Click the + beside
the field Name on the Microsoft Outlook side to see the parts of the name.

=

Map Custom Fields f'5_<|

Drag the walues from the source file on the left, and drop them on the appropriate destination Figld
on the right, Drag the item from the right to the left to remove it From the Figld mapping.

Fram: To:
Comma Separated Yalues {Windows) Microsoft Outlook,
liskz, csw Mew Conkact Lisk
|
YWalue Field Mapped from ~
Firstnarne Bl Mame < —
Lastname - Title ]
emnail address E""First Marne First Marme
E""Middle Marmne
E""Last Mame Last Mame I
- Sfix
% Campany - |
< | ?

| < Presious Mext = Clear Map | Default Map
QK | Cancel |
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Once you have mapped your fields to the Microsoft Outlook fields, click OK.
Click Finish.
Outlook should create a contact for each row in the spreadsheet.

Creating the distribution List

If Contacts isn’t already open, select Contacts in the Outlook Shortcuts list.
Click on the folder that contains the contacts you want to use to create the distribution list.
Below the main menu, select the down arrow beside New; Select Distribution List

& Contacts - Microsoft Outlook
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Enter the name for your list (ex. Hollins2005)

Click on Select Members.

Click the down arrow beside Show names from the: dialog box to see the folder with the contact
names.
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S5elect Members E|
Show Mames From the: |Gln:|t|al fddress List j
) Global Address List
Type Mame o Select from Lisk: Al Address Lists
| #ll Conferencing Resources
All Contacks
| Mame Membe 2l Groups
faron E, Workman all Users
":"t't"-j" J Faison Public Folders
Adririistr ator Outlook Address Book
#ida M, Martinez Cantacks
flexandria R. LaFaye © Mew Contack List
Alice A. Mixon [ dFg
Alice F. Bel Personal Address Book
Alice K. Hall Z
< ¥ ‘
Mew, ., | Properties | Find... | Send Options. ..
Ik | Cancel | Help |

Select the contacts folder where you imported the list of contacts.

Select the first contact name in the list, hold down the Shift key and click on the last name. All
the names in the list should be selected.

Click on Members ->.

Click OK

Click on Save and Close.

All of the selected names should be a part of the distribution list.

If you want to use some of the names on the contact list but not all of them, select the first
contact name in the list, hold down the Ctrl key, click on each additional contact you want to
include on the list. Each one you click on will be selected (highlighted). Click Members. Click
OK

Click on Save and Close.

Using your Distribution List

To send email to the new distribution list, right click on the list in the contacts folder where you
created it.

From the drop down menu, select New Message to Contact.

Create your email message and click Send.
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Notes

The maximum number of names on a distribution list at Hollins is 165. If you have more names
than that, you must create multiple lists.

When you add new folders under the Contacts folder, you may need to change their properties
so that they appear in the list of Contacts folders when you try to use them. Right click on the
new folder you have created.

Select Properties

Click on the Outlook Address Book tab.

Check the box Show this folder as an e-mail Address Book if it is not checked.

Click OK.

Mew Contact List Properties

Administration ] Farms ] Permissions ] Synchronization ]
iZeneral ] Home Page Cutlook Address Book l Bitivities ]

‘-‘@ MNew Contack Lisk
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