New Group mail listings

1. On the menu bar click tools, then scroll down to address book

2. Click New Entry button
3. Select New Distribution list and click OK.
4. Click Select Members
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5. Select contacts you want to put into list and click Members and click OK.
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6. Input name of the list– when finished, click Save and Close
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7. If you want to send the list to others, click File and save as Outlook Template (*oft file), then send it.
