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Contacts



Contacts

Click on People

Click on the box here



Contacts Cont’d

Details of each contact

Use Find Someone to 
search for a contact

Contacts are your 
personal contacts



New Contact

Fill in the required fields 

Select New in the 
Contact Window



New Contact List

Name your list and add the 
members

Select New 
Contact list in the 
Contact Window

Note that when adding 
members just start typing and it 
will find the members from your 
contacts group



Add a new Contact from email

Click on Add to contact 

Click on the contact for 
the sender

A window will come up and you 
can edit the details and click on 
save



Add a new Contact from address book

Click on the contact you 
wish to add

Click on Add to contacts

A window will come up and you 
can edit the details and click on 
save
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