
A distribution list is a collection of contacts. It provides an easy way to send messages to a group of people. For 

example, if you frequently send messages to the marketing team, you can create a distribution list called Marketing 

Team that contains the names of all members of the marketing team. A message sent to this distribution list goes to 

all recipients listed in the distribution list. You can use distribution lists in messages, task requests, meeting requests, 

and other distribution lists. 

Distribution lists are stored by default in your Contacts folder. If you use a Microsoft Exchange account, your Global 

Address List can contain global distribution lists, which are available to everyone who uses that network. The 

personal distribution lists that you create in your Contacts folder are available only to you, but you can share them by 

copying and sending them to others. 

You can easily add and delete names in a distribution list, send it to others, and print it. 

 
 
Create a distribution list 
Applies to: Microsoft Office Outlook 2003, Word 2003 
  

Create a distribution list using names in the Address Book 

1. On the File menu, point to New, and then click Distribution List.  

2. In the Name box, type a name.  

3. Click Select Members.  

4. In the Show names from the list, click the address book that contains the e-mail addresses you want in your 

distribution list.  

5. In the Type name or select from list box, type a name you want to include. In the list below, select the name, 

and then click Members. Do this for each person you want to add to the distribution list, and then click OK.  

If you want to add a longer description of the distribution list, click the Notes tab, and then type the text. 

The distribution list is saved in your Contacts folder by the name you give it. 
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Create a distribution list by copying names from an e-mail message 

1. In the e-mail message you want to copy the names from, select the names in the To or Cc box.  

2. On the Edit menu, click Copy.  

3. On the File menu, point to New, and then click Distribution List.  

4. In the Name box, type a name for the distribution list.  

5. Click Select Members.  

6. In the Add to distribution list list, right-click, and then click Paste on the shortcut menu.  

 

 

Send a message to part of a distribution list 
Applies to: Microsoft Office Outlook 2003 
  

1. On the File menu, point to New, and then click Mail Message.  

2. Click To, and then in the Type Name or Select from List box, enter the distribution list that contains the 

people you want to send a message to.  

Distribution lists are identified with .  

3. Click OK.  

4. Click the plus sign (+) next to the name of the distribution list to show the individuals on the list, and then delete 

the names that you do not want the message sent to.  

Note  After you expand a distribution list, the distribution list name is replaced with all the individual names on the list. 

You cannot collapse the names back to the distribution list name. 

 

 

 

 

 

javascript:ToggleDiv('divExpCollAsst_2')
javascript:AppendPopup(this,'IDH_redefEmailSendBoxes_1')
javascript:AppendPopup(this,'ofShortcutMenu_2')
http://office.microsoft.com/en-us/outlook/FX100647201033.aspx


Add or delete a name in a distribution list 
Applies to: Microsoft Office Outlook 2003 
  

Show All 

1. In your Contacts folder, open the distribution list.  

Distribution lists are marked with . 

2. Do one or more of the following:  

 To add an address from an address book or a contacts folder, click Select Members. 

 To add an address that is not in a contacts folder or an address book, click Add New. 

 To delete a name, click the name, and then click Remove. 
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