
How to Make a Distribution List in Pegasus 
 
Open up Pegasus 
Click Addresses, Distribution Lists, New List 
The following Box Pops Up 
 

 
 

 

Type the name of  
your distribution list.  
Example:  Parents 

Click Ok 

Your new list 
is shown at 
the bottom of 
the list. It 
will be 
alphabetical 
the next time 
you log in. 



 
 

How to use your Distribution List 
 
*Open up pegasus 
*Click on Addresses, Distribution  OR you can click on the 5th icon which is  a white 
paper with red and blue writing.  (It does the same thing) 
*The same picture as above pops up but now your list with parents is alphabetized. 
*Click on Parents to highlight the list, and click on send mail. 
You will have a new message  pop up that looks like the following.  The @list3f16.pml is 
the name given for the parent distribution list.  Now just send your mail like normal. 

  

Type your 
addresses in the 
box to the right. 
(1 per line) 
Then click Save 
Close Out of this 


