Creating A Distribution List In Staff. EDnet Mail
(1) Open Mail and go to ADDRESS BOOK
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Browse Add Search Advanced Search Import/Export Options Mail Password Logout

Contents of My Addressbook

select v

Delete

7 [Al name [A] Email

% Facilitators [Edif]

] Blumenthall, Adrienne adriennegstaffednet.ns.ca
F Wolf, peter ag163@chehucto.ns.ca

F Alphonce, Elvira alphonce@sStaf Ednet.NS.Ca
F LaiFatt, Connie annfoi@staflednetns.ca

F Boutilier, Patrick boutilpjiE@ednet.ns.ca

F Camphell, Betty cambeth@staffednetns.ca
F Christian, Carla cehrisg@staffednetns.ca

F Alcoin, Cecil cecil. aucoing@ns. sympatico.ca

(2) In the “Select List” dialogue box on top right, drop down menu and click on “New
List”

(3) Go through your current addresses saved and put a check mark by each name you
wish to have in your ‘“New Distribution List’.
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Browse Add Search adwanced Search Import/Export Options Mail Password Logout

Contents of My Addressbook

Select ¥

Delete

3 [Al Name
e Facilitators [Edif
F Blumenthall, Adrienne
Wolf, peter

F Alphonce, Elvira
LaiFatt, Connie
F Boutilier, Patrick
Carmphell, Betty
F Christian, Carla
Aucain, Cecil
Fougere, Chris

[A] Email

adrienne@staff.ednet.ns.c
ag163@chebuctons.ca
alphonce@Staf EdnetME.
annfoi@staffednetns.ca
boutilpjigednetns.ca
cambethi@stafednet.ns.c:
cehris@staff ednet.ns.ca
cecilaucoin@ns. sympatice
chrisfougereghfzeastlink.

(4) Click on “Add To” a new screen will pop up in the top left corner, type in the Name

of the Distribution List and click OK. Your new distribution list will be created.

Explorer User, Prompt

X
Seript Prampk:

Y'ou are creating a distribution list,
Pleaze enter the name of the new list: Cancel

|Staff School Accounty

(5) To send mail to this group open your Mail account in the Compose dialogue area,
Click on Address Book,



2 Mail :: Message Composition - Microsoft Internet Explorer

Identity | hifougere(@staff ednet ns ca (Default [dentit)

Tn|

Ct:|

Bcco |

Subject |

Options 2 ? HB& %
Address Bool Expand Mames Spell Check Special Characters
Save a copy in"sentmail® [ 1Request a Return Receipt

&

Attachrents

William Fougere
Technology Integration

Halifax Regional 3chool Board
http://hrabataff.ednet.ns.ca/hfougere
bfougerefataff.ednet.n3.ca
bfougerefhrsbh.ns.ca

229-4029 (Cell)

Highlight the List you want (Staff School Accounts)
Click on the To >> button and press OK.




2 Mail :: Contact List - Microsoft Internet Explorer

Find | |

*Flease selectaddress(es) |
"Trizh Stamhuis (Trish Stambuis)"
"Fhil Goora (E-mail)"

"W Stewart, Jahny"

"Chigholm, MNancy"

"Costard, Gerard"

"King. Raland"

"id.Je"

"Smith, Feter"

Staff School Accounts

[)isp|ay| Marme v |

*Add these by clicking 0K *
To: Staff School Accounts

Create your message and send.
ENJOY!!

Thanks to Bill Fougere HRSB for the tip...




