How to Add a Contact in
Outlook 2010
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Abstract

The Contacts folder is your personal e-mail address book and the place to store
information (physical mailing address, e-mail address, telephone number, etc.) about
family, friends, and others you regularly communicate with outside of our organization.
The Contacts folder is your private list, separate from the Global Address List that
contains everyone’s e-mail address within our organization.
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1. In Outlook, click Contacts in the lower left.
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2. Click the New Contact option on the Home tab.
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3. The Untitled Contact window will appear. You can fill in the details, including first name, last name, phone

numbers, e-mail address, and any other information you’d like to include.

r - o
e T == © Untitled - Contact R | &
Contact Insert Farmat Text Review fal 0
s g= = B B O = = [l y
x @&l i N [B=L (53 Activities 7y B, I:ggﬂ [ y Y E
b= = =4 @ Certificates i F P9 = . \
Save & Delete Save & Forward OneMote | |(General| Details " E-mail Meeting More  Address Check | Business Picture @ Categorize Follow Private Zoom
Close Mew = - [ AnFields - Book Names Card - - up-
Actions Show Communicate Names Options Tags Zoom
Full Name... “ ‘ =
Company: [ | I \
Jab title: [ | B
File as: ‘ ‘ ¥
Internet
[ E-mail... -
Display as:

\
\
‘Web page address: ‘
\

s

IM address:

Phone numbers
Business... = ‘
Homes = |
Business Fax.. | ~ ‘
Mobile... = I

Addresses
Business... =

[ This is the mailing
address

£

Map It

4. Click the Save & Close option once you finish filling in the details.

Web page address:
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5. The individual will now appear in the Contacts folder. You can now e-mail the contact by first clicking on the
contact box.
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6. Once the contact name is highlighted in gold, click the New Message icon.
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7. The message window will appear where you can begin typing a message.
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