Creating Distribution Lists and Contacts

Do you often send emails to the same group of people? Then create your own
personal distribution list like the pvc-everyone list.

Distribution lists are useful for managing groups of contacts, such as a
Department or committee. Once you set up a distribution list for a Department,
you can enter just the name of your Department’s distribution list (i.e., My
Department) instead of each Department member's email address.

To create a distribution list;:
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You can select from
the PVC Global
Address List, your own
contact list, or both.

Click Save and Close
to save your new
distribution list.
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Then click the

“Members” button the

then click “ OK”
button.
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So from now
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