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Introduction

Since the student e-mail accounts were upgraded to the new Google
format, you may find it necessary to revise existing distribution lists in
Outlook to reflect the new address format (username@towson.edu) to
(username@students.towson.edu). Though you cannot perform a
simple find and replace in an Outlook distribution list, it is possible to
export the list to Excel and perform the find and replace in that
package.
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Process Summary

Copy the Distribution List in Outlook
1. Open Microsoft Outlook and click Contacts (Fig 1) in

Figure 1

the Navigation Pane located on the bottom left side of

the screen. I Contacts

2. Right-click the distribution list you wish to perform a
find and replace on.

3. From the menu that will appear, point to Send Full Contact (Fig 2, 1).

Click In Internet Format (vCard) (Fig 2, 2). This will attach the distribution list to a new email

message as a text file.

Figure 2
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5. A new email message form will be displayed. Locate the attachment next to Attached: in the

new message and double click the attachment to launch it (Fig 3, 1).

Figure 3
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6. The Distribution list will open in Notepad. Under Members:, select all the names and email
addresses by holding down your left mouse button and dragging your mouse across the desired
selection area (Fig 4, 1).

Figure 4

| Olktmp.txt - Notepad
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Distribution List Name:

0TS student workers

Members :

student SETowson.
studentd@towson.

studentl@towson.
student 3@t owson.
student 2@T owson.

7. Copy the selection (click the Edit menu and then click Copy (Fig 5, 1)).

Figure 5
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Paste the Distribution List into Excel

1. Open Excel 2007 (Click the Start button, click All Programs, click Microsoft Office 2007 and
then click Microsoft Office Excel 2007).

2. Click in cell Al1.

3. On the Home tab on the Ribbon, click Paste in the Clipboard group. Your distribution list will
appear (Fig 6).

Figure 6
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4. Place your mouse on the line between the A and B column Figure 7
headings until your mouse turns into a dual headed arrow T
(Fig 7, 1). Double click to make the columns larger. You A B C
may also want to double click between columns B and C as 1 |student fi s\ugant5@towson.
well. 2 |student fcs towson.
5. Click in cell A1. 3 |student oist 1@towson.
On the Home tab on the Ribbon, click the down arrow under
Find & Select in the Editing group (Fig 8).
7. Click Replace... (Fig 8, 1). The Find and Replace dialog box will appear (Fig 9).
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8. Beside Find what:, type towson (Fig 9, 1).

9. Beside Replace with:, type students.towson (Fig 9, 2).

10. Click the Find Next button (Fig 9, 3). You will stop at the first occurrence of towson in an email
address. Click the Replace button (Fig 9, 4) if this is a student address you wish to replace. If
you wish to skip an entry, click the Find Next button again. If you are sure that all addresses
are student addresses and need to be replaced, click the Replace All button (Fig 9, 5).

Note: Only addresses ending in a numeral before the @ symbol are affected by the change.

11. When you have finished, click the Close button in the Find and Replace dialog box. The
addresses will be changed to reflect the new format (Fig 10).

Figure 10
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Create a New Distribution List

Please note that you must create a new distribution list to put the revised email
addresses in.

9 Note: Be sure to keep your distribution lists to no more than 75 entries. If there are
more than 75 entries, you must divide the list into two lists.

1.

Figure 11

Select all the names and email addresses in Excel (hold down your left mouse

button and drag your mouse across the desired cells). Clipboard M=

Home

Copy the list (click the Home tab on the Ribbon, click the Copy icon in the
Clipboard group (Fig 11, 1)).

Maneuver back to Outlook and click Contacts in the Navigation pane.

Click the down arrow beside the New button in the Standard toolbar. Click Distribution List
from the menu (Fig 12, 1).

Figure 12
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The Untitled - Distribution List dialog box will open (Fig 13).

Beside Name:, type a name for the distribution list (Fig 13, 1). If you wish to give the revised
distribution list the same name as previously, you must delete the old distribution list.

Click the Select Members button (Fig 13, 2) in the Members group. The Select Members:
Global Address List dialog box will open (Fig 14).

Figure 13
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8. Right-click in the white box beside Members at the bottom of the box and click Paste
(Fig 14, 1) from the menu that will appear.

9. The names and corresponding revised e-mail addresses from Excel will be pasted into the
Members box.

10. Click OK.

Figure 14
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11. You will be returned to the Distribution List dialog box (Fig 15).
12. Click Save & Close (Fig 15, 1).

Figure 15
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