
Creat ing  my Personal Distribution list  in Webmail  
 
 
1.   Login to Webmail  with your username and password; i.e. l206292s @edinboro.edu  
 

 
 

 

 
 

 
2. Selecting the ôCreateõ button will take you to the ôCreate Message õ page 

 

 
 

 



3.1  Click ing the òToó button will tak e you to the Address Book  page. 
 

 
 
 

 
4.  Under the òGlobal Address Bookó option, choose all the addresses you wish to 

include  in your personal distribution list.  

Click the òToó forward arrow (>>) to move them to the òSelected Recipientsó box. 

 



5.  The addresses shown under the  òSelected Recipientsó boxes (including the TO, CC 

and BCC , if any ) now represent the content of your personal distribution list.  

 

 

 
 

 

 

 

 

 

 

 

 

6.  Under the òDistribution List Optionsó, type the name to be given to your 

distribution list in the text box provided and click the òSave Listó button.   

 

 



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

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


