Creat ing my Personal Distribution list in Webmalil

1. Loginto Webmail with your username and password; i.e. 1206292s @edinboro.edu

Keyword Search

Edinboro University Webmail

Please Log In:

Username: [206292 =@ edi

Passwori: ..........|

rbaora. edu

Log In

Tools & Services Description

S.C.0.T.5.Tools

E-rmail Rules

University Directory Search
Alerts. edinboro.edu
Resets edinboro. edu
S.C.0.T.S.

Palicies

Print Systern Management

Reset your password, FIN, Vaicemail code, and mara!

Configure your mail to automatically forward to another account, organize your messages, Out-of-Office Replies...
Search for emploves, student or office phone numbers, e-mall addreases and postal sddreasses.

Get current Information on weather, security & technology issues affecting the campus.

Have a 'Session Code' to reset your PIN? This is the place to use it!

The Studant Centered Online Transaction System: Search for clasass, schedwe, update personal information. .
Official University Policies refating to technology.

Check, or add to your print quota.

@ Click here to enter secure made.
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3.1 Clicki ng t he 0To oOtakle you to the Addrés$ Book  page.
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4. Under the o0GlIlobal Address BookO6 ewyputwisibtao, choos
include in your personal distribution list.

Click the 0To6 forward arrow (>>) to move them

Edinboro University Webmail
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Help

Address Book Close |

| Search |

1 |Global Address Book =[] Change | Selected Recipients
__del__Fithessi@edinbora.edu - Fitness ﬂ 2

_Redirectl)sers@lists edinbora.edu
2006_grads@lists.edinboro.edu

215tCPG@lists. edinboro.edu - 215t Century Planning Committee
al00000adEedinboro.edu

a010112c(@edinboro.adu
AD102805@edinboro.edu - A0102805
al1032PwiEadinboro.adu - ADT032 7w
al10423r2edinboro.edu - A010423R,
AD10488v@edinboro.edu - AD10458Y >
al10493r@edinbora.edu - a010433r <<
AD10551biEedinboro.edu - ADT05518
al10558 @ edinboro.edu - ADT0REEC
a010860c{@edinboro.edu - ADT05E0C
AD10591 MEedinboro.adu - A010591M BCC
all0602s

al1121 2wiEadinboro.adu
al11222g@edinboro.edu - AD11222G =l <L

More Addresses EI




5. The addresses shown under the

0Sel ected

Re c i mdludimgtthe O, 6@ x e s
and BCC , if any ) now represent the content of your personal distribution list.

Edinboro University Webmail
o

Help
Address Book

| Search |
| Global Address Book = Change|

_RedirectUsers@lists. edinbora.edu
2006_grads@lists.edinbaro.adu

all0000a®@edinborn edu
al10112c@edinboro.edu
A0102805@edinboro.edu - A0102805
al10327wiBedinboro.edu - A0T0327W
al10423r@edinboro.edu - AD10423R
A010488Y@edinbaro.adu - A010488%
al10493r@edinboro.edu - a010493r
ANT0868Th@edinbaro edu - ADT056TE
al10558c@edinboro.edu - AD10558C
al10860c@edinboro.edu - A010560C
AD10591MEedinboro.edu - ADT0591H
all0602s

al11212wi@edinboro.edu
all1222gi@edinboro.edu - AN12220G

More Addresses E

6. Under the oDistr

distribution list in the tex

bistribution List Options

_ del_ Fitness@edinboro.edu - Fithess ﬂ

21=5tCPGlists.edinboro.adu - 215t Century Flanning Committes
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Selected Recipients

TO: AN 0488V @edinboro.edu (A070488%)
TO: ADT055Th@edinboro.edu (A0105516)
TO:a010602s

T al12216ji@edinboro.edu

TO: a018415w@edinboro.edu (A018415Y)

st Optionso,

t box provided and cl

Save "Selected Recipients" as a personal distribution list:
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Delete selected personal distribution lists

Delete lists |
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7. Your new distribution list is now adde d to your Personal Address Book as follows:



