Managing Members of Your Distribution List

This article covers how users can manage the members of their distribution lists
using Microsoft Outlook and Outlook on the Web.

@ These instructions are for distribution lists created in the campus Global
Address Book. If you create contact groups in your own email account in
Outlook, you can find instructions on the Microsoft Support website.

Modify your DL using Outlook (PC users only)

1. Open Microsoft Outlook and then open the Address Book.
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Open up Microsoft Outlook and click on the Address Book button to open it.

Managing Members of Your Distribution List // Downloaded: 04-12-2024 // Disclaimer: This document is Page 1
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.


https://support.office.com/en-us/article/Create-a-contact-group-or-distribution-list-in-Outlook-88ff6c60-0a1d-4b54-8c9d-9e1a71bc3023

INFORMATION TECHNOLOGY

2. Locate the distribution list by typing the full or partial name of it.
Then double click on the DL to open it.
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A. Check that you are using the Global Address List as the Address Book instead of
the Offline Global Address List.

B. Type in the full or partial name of the distribution list you want to modify.

C. Double click on the DL in the list to open it.
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3. Click Modify Members.
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4. To add a person to the DL, click Add.
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4.1. Check that you are using the Global Address List address book.

Type the name of the person you want to add. Then double click on the
name to add it to the Add field. Repeat with any additional people you
want to add. Then click OK.
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It is not recommended to add more than about 10 people to a DL at one

Check that you are using the Global Address List address book to avoid issues
finding someone who is a new employee.
Type in the name of the person you want to add.
Double click on the person's name in the list.
The person's name will appear in the Add section at the bottom of the window.
Once you have added all of the names that you wish to add to the DL, click OK.
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4.2. Click OK.

Contact Group Membership
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4.3. Click OK again to save your changes. You're done!

@ Depending on your Outlook desktop app settings and internet connection, it
may take a few seconds for this screen to be clickable.
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5. To remove a person from the DL, click on their name in the
Members list and then click Remove.
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A. Click on the name of the person you want to remove from the DL.
B. Then click Remove.
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5.1. Then click OK.
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Once you have finished removing the names you want taken off of the DL, click OK.

@ It is not recommended that you remove more than 10 names from the DL at
one time.

Managing Members of Your Distribution List // Downloaded: 04-12-2024 // Disclaimer: This document is Page 7
only valid as of the day/time when it is downloaded. Please view the original web document for the current version.



EIFGTLERTON

....... (ATION TECHNOLOGY.

5.2. Click OK again to save your changes. You're done!
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Modify your DL using Outlook on the Web (PC and Mac users)

1. Log in to Outlook on the Web.

View instructions on logging into Outlook on the Web.

2. Click the Settings icon.

Click on the Settings icon at the top right of Outlook on the Web.
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3. Click General.
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4. Click Distribution groups.
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5. Click the This Portal link.
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Distribution groups X
Instead of a distribution group, consider using a new Microsoft 365 Group to collaborate by sharing conversations, documents,
and a calendar. Learn more or create 3 Microsoft 365 Group.
To manage distribution groups, visif this portal.
Ll Ll .o Ll
6. Locate the DL you want to modify under Distribution groups |
Ll L3 Ll
own and double click on it to open it.
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S m 2
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DL-25LiveCalendarddmin DL-25LiveCalendarAdmin@fullerton.edu
DL-CMS_Finance_Budget_Mana... DL-CMS5_Finance_Budget Mgmt@fullerton.edu
DL-CMS_Finance_Budget_Transfer ~ DL-CMS3_Finance_Budget Transfer@Exchange.FULL...
DL-CM5_Finance_Reports DL-CM5_Finance_Reports@Exchange.FULLERTON....
DL-CMS_Finance_Reguisition DL-CMS_Finance_Requisition@Exchange.FULLERT...
DL-CM5_Finance_Rev_Exp_Report  DL-CMS_Finance_Rev_Exp_Report@Exchange FULL..
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DL-CMS_HR_LCD DL-CMS CD@Exchange FULLERTON.EDU
DL-CMS_HR_Part-Time_Faculty ASPart-TimeFaculty@Exchange. FULLERTOMN.E...
DL-CMS5_HF_RCQ DL-CMS_HR_RCQ@Exchange. FULLERTON.EDU
DL-CMS_HR_Student_W DL-CMS_HR_Student_Worker@Exchange.FULLERT...
DL-CMS_HR_Tym DL-CMS_HR_Timekeepers@exchange fullerton.edu
DL-IT-test2 DL-IT-test2@Fullerton.edu
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7. Click membership.
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8. To add a user to the distribution list, click the plus icon.
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MailTip

8.1. Choose Employee GAL from the list of address books on the left.
Type the name of the person you want to add. Then click the plus icon
next to their name to add them to the Members field. Repeat with any
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additional people you want to add. Then click Save.

@ You can also add people from another address book such as My Contacts,
but you will find all campus faculty and staff in the Employee GAL so it's often
best to add people from there.
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Arthur, Lori
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mOnNn wW>

Click on the Employee GAL addressbook on the left.
Type in the name of the person you want to add. The system will start showing
you search results as you type.
Click on the plus icon next to the person's name.
The person's name will appear in the Members section at the top of the window.
Once you have added all of the names that you wish to add to the DL, click Save.
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8.2. Click Save to save your changes. You're done adding members!

Members:

Arthur, Lori

Save Cancel
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9. To remove a user from the distribution list, click on the name you
want to remove. Then click the minus icon.

Members:

- -4
Ioﬁurthur, Lori

Edwards, Miriam
IT Training

Johnson, Camille

A. Click on the name of the person you want to remove from the DL.
B. Then click the minus icon.
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9.1. Click Save to save your changes. You're done removing members!

Members:

Edwards, Miriam
IT Training

Johnson, Camille

Save Cancel

Need More Help?

Contact the IT Help Desk at helpdesk@fullerton.edu or 657-278-7777 for additional
assistance.
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