
Creating A Distribution List In Staff.EDnet Mail 
(1) Open Mail and go to ADDRESS BOOK
 

 
(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’. 
 



 
(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. 
 

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



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



 
 
Create your message and send. 
 
ENJOY!! 
 
Thanks to Bill Fougere HRSB for the tip… 


