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6. A new window will appear.

If the names are already in Contacts, click on
Select Members.

Select name(s) that you want to include in your
distribution list and click Members.
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Use SHIFT-Click to a group of names in order,
Single click on a name.

Single Click on the Members button and the
name(s) will be added to the member’s box.

To add a name that is not in the Contact’s List,
click on the Add New button
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Use CTRL-Click to select names from the list, or
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14. If the name is not in Contacts, Click on the
Add New button.

15. A new window will open.

16. Add the display name, e-mail address and
choose whether or not to add this name to
Contacts. N
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