Creating an OUTLOOK 2007
Distribution List from your Class List in WebSMART

WEBSMART/OUTLOOK

1. Open Web Browser and type - https://websmart.smccd.edu/
2. Type your sign in information in the sign in fields

a. goo#

b. pin

c. click Login

11. Open OUTLOOK

12. Open Outlook and go to > File>New >

Distribution List
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13. In the Name field give your Distribution list a name and then click on the Select Add Members

button.

3. Select the Faculty Services option
4. Underthe Faculty Menu Page —scroll to Detailed Class List
5. Select Detailed Class List
6. Select MS Excel Download button -
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10. Now copy the student names : Click on copy 2 '60033748 Callanan, [feallana@my.smeed edu
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14. The Select Members list will appear. At the bottom of the list

15,
16.

17.

In the Select Members box: click in the Members field located at the bottom of the window.

Paste the previously copied list of student emails. Use Ctrl + V on your key board or right click in the
empty field and a paste option will appear.

When you are done you will see all the email addresses in the field and you can then click on the OK
button.
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18. You will see your distribution list now includes all your student emails:
19. Save and Close
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EMAIL USING DISTRIBUTION LIST

1. In OUTLOOK click on new as you would do for any new email.
2. Click onthe To.. button

3.  When the Global Address list box appears, switch the list from Global to Contacts.

R S o e - G R i
¥ :;.- B 7 Q% A (=S 3 0 stdes Ched | Mach Attn Businen Coieas S
_Diptia =4 telect Mamex Globat Address List —
| . || searcs @rememwdy O Moreosens  Address Beok
i" | Ci- ] in | Gkl Aedeivess List = Advenoed Fred
| Skt - [
AL 8-
8 A, Wrigten Tryman asaiant Wac) T3-a318 [T
§ Accounts Payabie
§ Acens, Albert A, Instuctze (550) ST4EI70 BDG
Emine Witham § Acensn, Alrnareder [ — [R52) 738.7054 o
pector of Web Servf| | & i o e i Siobon R
n Mateo Cormmiun | By At Offte:
: § Adara Joe {550) TI-080 T
Iﬂ‘l CSM Drive - ITS g ek S i
n Mateo CA Q4403 | | g adems, 5ot Assstart Program Marsger  (830) 730-7053 moG
3 ¥ § Adar, Thomasta Instructer #50) ITB-TIORC IS0 DG
: (650)358-6788 @ Ades, Patsls Adyect Faadty (E50) 306-3136 BUDG -

Wi @ L 03:04/03:42



4. And click on the drop menu to select Contacts.

Select Members: Global Address List

Search: @ Mameonly () More columns  Address Book
Go Global Address List [;]
Qutook Address Book
| Mame Title Contacts £
- Global Address List
& Zemskova, Clga .ﬂ.d]unctm Address Lists 1x
& Zepeda, Kennya Admissii Al Contacts 5
§ Zetlan, Steven Adjunct  All Groups
& Zhang, Hellen Adjunct Al Rooms 1x
8 Zhao, Janmin Adjunct All Users 1x
! 1 Public Folders

5. Once you clicked on Contacts scroll through your contacts list and find your new distribution list.

Click on the list to open in your email field.

Select Members: Contacts
Search: @ Mameonly () More columns  Address Book
Go
| Name Display Mame
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6. You are now ready to send your student a class email. © aec/o8



