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Creating a Contact List  
 

Your address book supports distribution lists so you can create your own "mailing lists."  

If you are selecting contacts from a 'Shared Address book' to create a list in My Address Book, one of the 
contacts must already be listed within My Address book 
 
*Distr ibuti on lists cannot be created in the Shared Directory.   
 

Address book 
 
Select all contacts (from your address book or Shared address book) by checking the box to the left of the 
contact Name. *You must cl ick the ÔallÕ link to view and select contacts on one page.  
 

 
 

 Select the destination for the list in the drop-down box on the right. Under 'Create a new contact list in:’ 
highlight the destination, ex. My Address Book 

 Make sure that you have selected the 'My Address Book'  line 

 Click the Add link to the left of the drop-down box. 

 Type the list name in the gray pop-up box given, and click Ok 
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A confirmation, highlighted in yellow, will display at the top of the page. Your List  will now appear in the 
address book selected.  
 
 

 


