Kingsville Independent School District September 22, 2009

’Iim ftz[é”}/' P.O. Box 871 / 207 N. Third
Kingsville, Texas 78363

District Instructional Technologist Office: (361) 592-3387 x8157
tetzler @kingsvilleisd.com Fax: (361) 516-0278
*

4
v

OWA - Create Personal Distribution Lists

1. Left-click on the arrow to the right of the New icon
Inbox (42 Ikems)

Sdnew |- |5 -
2 Message

ﬁ Appointment

j Meeting Reguest
&= Contact

&5 Distribution List
& Task

%) Post in This Folder

2. Scroll down and left-click on Distribution List to get this screen
€ Untitled Distribution List - Windows Internet Explorer provided by Kingsville ISD

[= = ]=]
|§, https://mail kingsvilleisd.com/owa/Tae=Item&a= New8it=IPM.DistList % |
[l save and Close v - -
List Name
[ Members... Add to List
&lll\lame &

E-rnail

There are no items to show in this view.

Remaove from List

Hotes

Done

@ Unknown Zone (Mixed) | Protected Mode: Off  #53 =  #100% -
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Left-click on Members as indicated by red square above to get this screen

& | Address Book -- Webpage Dialog B2
| £ | https://mail kingsvilleisd.com/owa/7ae=Dialog&t=AddressBook&a=PickMembers g |
Address Book. g | B (=] @ Help

[ Default Global Address List £~ Acuna, Rene (GLT - Teacher)
G All Rooms Arrange by: Mams - Aonkop - Contact Alias racuna =
Acuna, Rene (GLT - Teacher “ E-mail racuna @kingsvilleisd. com
Show other address lists % ¢ ) Office Gillett
Teacher, Gillett Phane 361-595-8200
racuna @kingsvileisd. com Fax 361-595-3008
Adame, Rebecca G, (GLT - Teacher)
Conkacks Teacher, Gillett Information Job title Teacher
radame @kingsvileisd, com Department Gillett
Show: Company Kingsville ISD

_ Adrian, Sylvia Lynn (GLT - Teacher)
@ Al

_ : Teacher, Gillett Organization ¥
© Peaple sadrian @kingsvileisd.com
(© Distribution Lists Ahumada, Yadita (PRZ - Teacher labili
( ) Availability Tue 09/22/2008 w Show only working hou
Teacher, Perez
&4 Contacts yahumada0 1@kingsvilleisd.com Tuesday 09/22{2009
F:00 5:00 %00 10:0

Create New Folder Alaniz, Gildardo (HME - Dir, of Career & App Tech) I]

Dir. of Career & App Tech, H. M. King A

galaniz@kingsvilleisd. com

Alaniz, Rosa (HRL - Aide) Address (Mailing

Teacher, Harrel Address)
ralaniz@kingsvilleisd. com Street School: 1007 Morth 17th
: Gt Admin: 207 North Third
Aleqgria, Oralia (GLT - Teacher) City Kingsville
Teacher, Gillett State/Province Texas
Postal code 78363
Ttems 1 to 50 I44 b0l Country/Region United States -
Member selections:
Members -> 4
0K 1 cancel
https://mail kingsvilleisd.com/owa/?ae=Dialog&t=AddressBook&a=PickMembers € Internet | Protected Mode: Off g

Automatically defaults to the Global Address List
Type the first few letters of the individuals LastName in the search box

=
trev| ya)

and press the Enter key to execute the search
Below in the email address list all possible matches will be displayed

Arrange by Mame -

Trevino, Israel {(MEM - Teacher)

Teacher, Memarial
itrevino @kingsvilleisd.com

Trevino, 3ara (LSR. - Teacher)

Teacher, KEYS/LASER

strevino@kingsvileisd. com
Trevino, Tommie (LMR. - TPRI Teacher)

TPRI Teacher, LMR
ttrevino @kingsvilleisd. com

Trevino, Vesenia (HME - Teacher)

Taahar B M oo

Scroll through the list and double left-click on the name to add to your members list which will appear at the
bottom of the screen in the Members -> field box

Member selections:

Members —> Trevino, Tommie (LMR. - TPRI Teacher)




8. To add additional members repeat steps #5 and #6 until all names are shown in the Members field box

Member selections:

Members —= Trevino, Tommie (LMR. - TPRI Teacher); Etzler, Tim (ADM - District Instructional Technologist)

0K Can

When finished adding members left-click on the OK button

10. Names will still be displayed in the Members field box as shown below

[l save and Clase v - -
List Name
G members... | Trevino, Tommie (LMR - TPRI Teacher): Etzler, Tim {ADM - District Instructional Technologist) Add to List

11. Left-click on Add to List

12. At this point all members are moved from the Members field box to the Members Subscription box as

shown here
[C Members...
E” Mame E-mail
=l Etzler, Tim (ADM - District Instructional Technologist) tetzler @kingsvilleisd. com
=] Trevino, Tommie {LMR. - TPRI Teacher) tirevino@kingsvilleisd. com

13. Type the name of your distribution list in the List Name as shown here

el save and Close | 62§ [

List Name Dema List]

14. Once the List Name is completed then left-click on Save and Close

15. To send to a Personal Distribution List follow these steps
a. Left-click on the New Icon

2 Mew

b. Left-click on the To: icon

G To...

c. In the “Contacts” area left-click on Distribution Lists to change it from All

Contacks
Show:

i@ Al

i) People

i) Distribution Lists

to

Contacks
Show:

i al

i) People

i@ Distribution Lists




d. Now in the email list only Distribution Lists are displayed as shown here

Arrange byy File as -
£ circuits
Distribution List
% Demo List
Distribution List
T Display
Distribution List
T LCC
Distribution List
> STBS
Distribution List

% update
Distribution List
e. Double left-click on the Distribution List name you wish to send an email
f. At the bottom of the screen the name of the distribution list will appear in the To -> field as shown

here

Message redpients:

To -> Demo List

g —>
g. Left-click on the OK button
h. Now the Distribution List name appears in the email composition screen as shown here

@ Untitled Message - Windows Internet Explorer |

|§, https://mail.kingsvilleisd.com/owa,Tae=Itern]
=Hsend o 0 @ R Y 8 [
G To... | Demo List

[ ce...
Subject:

Calibri w12+ B I U

1. Compose your email and then left-click on the Send button



