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Today’s Email Topics

• Distribution Lists
• Email Source Information
• Backing up email
• Searching Emails
• Setting up and Email Account



Distribution Lists 



Distribution Lists  

Use a contact group (also known as “distribution list”) to send an 
email to multiple people— an interest group, a group of friends. 

This stops you having to add each name to the To, Cc, or Bcc line 
individually.



Distribution Lists  
MS Outlook 

Click on Address Book

Outlook 2010

Outlook 2019



Distribution Lists  
MS Outlook 

Address Book



Distribution Lists  
MS Outlook

Select File > New Entry



Distribution Lists  
MS Outlook

Select New 
Contact Group. 



Distribution Lists  
MS Outlook

Add a Group Name
> Select Members
> Add Members



Distribution Lists  
MS Outlook

Add a Group Name
> Select Members
> Add Members
> New E-mail Contact



Distribution Lists  
MS Outlook

Add a Group Name
> Select Members
> Add Members
> New E-mail Contact
> Add member details & OK

Note the ‘Add to Contacts’ box



Distribution Lists  
MS Outlook

Add a Group Name
> Select Members
> Add Members
> New E-mail Contact
> Add member details & OK



Distribution Lists  
MS Outlook

Address book now has the new group



Distribution Lists  
MS Outlook

Email 



Distribution Lists - Gmail  
• Open your Gmail account select the Contacts App 
• To create a group click on Create a Label on the left menu bar & add name 
• Your new group will be under Labels under Contacts on the left side. If 

you 
• If you click on your new group there’ll be no contacts in this group. 
• Now in your contacts find a name you want to include in the group.
• Check the box in front of the user’s name.
• Click on Manage Label icon in the menu at the top of the contact  
• In the drop-down list, click on the group you want this contact to be part 

of. 
• Click 'Apply'. 



View message Source 
Information



E-mail Message Source  

There are two types of source data in an email.
1. The html code in html emails. 
2. The message header data  



E-mail Message Source  
The html code :

• In Outlook open the email with the html you want to see
• Click on Actions then Other Actions
• Then click on View Source
• You’ll then see a text screen with all the html code in



<img align="center" alt="" 
src="https://mcusercontent.com/656ad5962b3
70cc9e2731d1ed/images/cf0e32ba-0c8f-4f89-
ad0f-0a41c40d2d09.jpg" width="564" 
style="max-width: 800px;padding-bottom: 
0;display: inline !important;vertical-align: 
bottom;border: 0;height: auto;outline: 
none;text-decoration: none;-ms-interpolation-
mode: bicubic;" class="mcnImage">



E-mail Message Source  
The Message Header code :

• In Outlook open the email with the header you want to see
• Click on the File tab and select Properties
• Then you can see the header code



E-mail Message Source  
The Message Header code :



Viewing An Email Header on Gmail

• Open your Gmail or Google App and click on the email you want 
to see the header for.

• Search for the reply button, click the vertical three-dotted 
button on the right, and choose Show Original.

• You’ll be directed to the overview of the contained information. 
Scroll down a bit and you’ll find the whole email header, along 
with the option to download it in .eml (email message) format or 
copy to clipboard.



Backing up Emails



Basic Backup for Outlook

• All the individual emails and it’s metadata is held in a single 
file on your PC.

• It’s name is Outlook.pst and will be in a user folder.
• The simplest form of backup would be to copy this file and 

save to a location off of the PC.
• Recovery would then be just a copy and paste back to the 

original location.
• Remember that the backup file will only have emails up to the 

point of the backup.  



Backing up your email using MailStore 
MailStore Home is a free application for Windows (7,8 
& 10) and   lets you archive your private emails from 
almost any source and search through them quickly. 
Keep your emails safe and retrievable for years.

• A Central Archive for All Emails
• Internet mailboxes such as Gmail or Yahoo! Mail
• Any POP3 and IMAP mailboxes
• Microsoft Outlook 2003, 2007, 2010, 2013, 2016 and 2019
• Windows Mail and Windows Live Mail
• Microsoft Exchange Server 2003, 2007, 2010, 2013, 2016 and 2019 mailboxes
• Microsoft 365 (Exchange Online)
• Mozilla Thunderbird and SeaMonkey



How does it work? – Start Page



How does it work? – Archive Page



How does it work? – Search Page



Searching for Emails



Searching for Emails
MS Outlook



Searching for Emails
Gmail



Setting up an Email 
Account



Email Account Options
Email Service Cost Storage Email Format

Gmail Free 15GB Name@gmail.com

Outlook.com Free 15GB Name@outlook.com or 
Name@hotmail.com

Yahoo Free 1TB Name@yahoo.com

AOL.com Free Unlimited Name@aol.com

Yandex Mail Free 10GB name@yandex.com

Proton Mail Free 500MB Name@protonmail.com or
Name@protonmail.ch

Zoho Mail Free 5GB Name@zohomail.com

Tutanota Free 1GB Name@utanota.com, 
Name@tutanota.de, 
name@tutamail.com, 
Name@tuta.io, 
Name@keemail.me. 

iCloud Mail Free (with Apple id) 5GB name@icloud.com



The End

Thank you 
for listening 
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