
eTeam Tech Tips 
 

OUTLOOK CATEGORIES & DISTRIBUTION LISTS (OUTLOOK 2003) 
 

Use Outlook’s Categories and Distribution List features to easily sort your contacts and to email 
select groups of contacts. CATEGORIES are generally used to designate a broad group of contacts  
(ie: A-List Clients or Investors). DISTRIBUTION LISTS are generally used for smaller, mixed groups 
of contacts (ie: Golf Buddies or eNewsletter recipients).  
 
CATEGORIES: Assign categories to all of your contacts — You can assign multiple categories to a 
each contact.  
 

Create your own categories: Open a new Contact. At the bottom right corner of the window, click 
on the Categories button. Click the Master Categories List button. In the New Category field 
type the category name (ie: A-List Clients), then click Add and OK. Click the checkboxes to assign 
one or more categories to your contact. When finished click OK. 
 

Send an email to an entire category of contacts at once: Open Contacts. In the Current View 
area at the left side of the window click the By Category button. Find the desired category and ex-
pand the list to show all the contact names. Left-click once on the top name in the category. Hold 
the SHIFT key down and left-click once on the bottom name in the category. This will select all the 
names in the category. On the menu bar at the top of the window click Actions | New Message to 
Contact. This will open a new email with all names in the To field. To be courteous, and to protect 
your customers’ privacy, move all the names to the Bcc field: Left-click once in the list of names 
in the To field. Click CTRL+X to delete the names from the To field. Left-click once in the Bcc field 
and click CTRL+V to paste the names into the Bcc field. (If the Bcc field is not visible, simply click 
on the To button continue). Write and send your email. 
 
DISTRIBUTION LISTS:  A Distribution List can be used when sending an email to a group of 
contacts, but is created in the Contacts area of Outlook.  
 

Create a Distribution List: Open Outlook Contacts. Click File | New | Distribution List. Give the 
list a name (ie: *Golf Buddies). Tip: If you start the list name with an asterisk * it will be easy to 
find at the top of your list of contacts. To add contacts who are already in your Outlook Contacts 
list, click the Select Members button. Scroll to choose the contacts you want to add and click the 
Members button. You can use the CTRL key to select multiple names at once. To add a new con-
tact who is not already in your Contacts list, click the Add New button. Enter the contact name and 
email address. Tip: To add the new name to your existing Outlook Contacts, check the Add to Con-
tacts box. When all names have been added, click Save and Close. The list will appear as a separate 
contact showing the group icon to the right of the list name. 
 

Use a Distribution List: Open a new email. Click the To button. Scroll to find the new Distribution 
List name. (If you started the name with an asterisk * it should appear at the top of your list of con-
tacts). Select the name of the list and click Bcc to insert it into the Bcc field, then click OK. 
Write and send your email. 


