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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

*Distribution 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 click the @lldink to view and select contacts on one page.

My Address Book | v

#-[2] Mail Folders (53)
=@ Address Book Delete | Edit | Expg

Show Lists, Contacts, All

%4@ New Contact Dame Email

a My Address Book | ks Annelyse anderson aanderson@mecnet.net

a Shared Directory ¥ [Z[EZ  Eric Boaen ehoaen@mecnet.net

p Search I~ Diane Boyajian dhoyajian@mecnetnet
@ Calendar v Dave Cunningham davec@mecnetnet
DE Tasks | Joe DiFonzo joed@mecnetnet
-[A notes v Chris Harris charris@mecnet net
@ Bookmarks 4 Kyle Mouk kmouk@mecnetnet
D--@ File Storage r Mickey Mouse mmouse@disney.com
e {— I~ [(ZFEJ Kate Roddy kroddy@rmecnet.net
i Delete | Edit| Export | Move, Copy | t0 @ different Address Book [v || add| to a Contact List [v| show Lists, Contacts, all

[1-f M43 Test Creator
(-3 MECnet Support

e 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
e* Click the Add link to the left of the drop-down box.
e* Type the list name in the gray pop-up box given, and click Ok

@) 8 -
Browse My Address Book | v
#-[2] Mail Folders (53) AAdre Boo
=-[@) Address Book Delete | Edit | Export | Move, Copy | 0 a different Address Book | v || add| My Address Book v ow Lists, Contacts, All
@3 New Contact [ (ZXED e A Name to a Contact List
Sf My Address Book | [Z[EQ Annelyse anderson -(;r;ate 2 new Contact Ligd mecnet.net
----- £} Shared Directory ¥ [F[E  Eric Boaen Wiy Address Book cnetnet
§~p Search " [(Z¥EJ Diane Boyajian dboyajian@mecnet.net
#-[37] Calendar M [ZEJ Dave Cunningham davec@mecnet.net
- [B Tasks " [X¥E& JoeDiFonzo joed@mecnetnet
[P notes M [ZE3 Chris Hanis charris@mecnet.net
@ Bookmarks V [ZEY Kyle Mouk kmouk@mecnetnet
E|~- File Storage I~ [(FEJ Mickey Mouse mmouse@disney.com
[ F ¢ ™ [XE3 Kate Roddy kroddy@mecnet.net
oo orums
[ ezl EZ-Post Delete | Edit | Export | Move, Copy | to a different Address Book E]| add I to a Contact List E] Show Lists, Contacts, all
=
[ ¥643 | Test Creator
MECnet, 2 Republic Road, North Billerica, MA 01862-2504 t. (978) 262-4000 f. (978) 262-4100 1

www.mecnet.net



Portal Proprietary rev. 2 MECnet is a division of Merrimack Education Center, a non profit organization.

2 MECnet, 2 Republic Road, North Billerica, MA 01862-2504 t. (978) 262-4000 f. (978) 262-4100
www.mecnet.net



Portal Proprietary rev. 2 MECnet is a division of Merrimack Education Center, a non profit organization.

A confirmation, highlighted in yellow, will display at the top of the page. Your List will now appear in the
address book selected.

o E Y’ : My Address Book |

(2] Mail Folders (53) ﬁ +” Successfully created the contact Iisf “Support”.
5@ Address Book k4 fully added 4 to list.
PRI e My Address Book
- My Addre.ss Bl Delete | Edit | Export | Move, Copy | t0 @ different Address Book | 4dd | to a Contact List Show Lists, Contacts, all
5§ sShared Directory =
i 4D search O [FEIam 4 Name sl
I~ [(FEA Annelyse anderson aanderson@mecnet.net
E‘" Calendar I~ [(XEJ Eric Boaen ebhoaen@mecnet net
0-[E] Tasks [~ [ZE"R Diane Boyajian dhoyajian@mecnet.net
-[A notes I~ [(FER Dave Cunningham davec@mecnetnet
- @ Bookmarks I~ [XEJ Joe Difonzo joed@mecnetnet
D'@ File Storage — B@ Chris Harris charris@mecnet.net
[-<B Forums — B@ Kyle Mouk kmouk@mecnet.net
[1-/ez} EZ-Post I~ [ZED MickeyMouse mmouse@disney.com
[]-f MCA8 ; Test Creator ™ [(XE" Kate Roddy kroddy@mecnet.net
[~% MECnet Support I~ [ZEDR Support
El-~*= Options Delete | Edit | Export | Move, Copy | to a different Address Book | add I to a Contact List Show Lists, Contacts, all
I
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