Sending an Email to a Distribution List in Gmail

1) Compose a new message in Gmail and click on the “To” next to the email address location.
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2) From the contacts window click on “My Contacts” drop down list.
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3) Select the appropriate contact list (distribution list).
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4) Click “All” to select everyone on the list.

T

& Choose from contacts - Google Chrome o |8 X
& https://mail.google.com/mail/c/u/0/widgets/ContactChoosel I
Choose from contacts |
N Search my contacts & Saint Mary's University of Minnes

[=]

carrie.cardinal@smur

nilmare ninac@omiin

5) Click “Done” in the lower right corner of the contacts window to add the list of contacts to your

email message.



