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Contacts

Click on the box here

o}

4 testtanya user

Calendar

Inbox 1

ast week
Dirafts 4

Click on People
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Contacts Cont’d

Use Find Someone to
search for a contact

Search People jo #) Mew |~ Edit Delete Add to Favorites Lists v  Links (2) v

<«

~ My contacts [v|y contacts By first name v

Contacts T

~ Directory

OTTO OTTO

oTTO OTTO Contact Notes Organizati

UofW Roomd

Uofi AL .
Email

Email: otto@uwinnipeg.ca

Contacts are your
personal contacts

Service Desk

Phone

Business: TBD

Showing data from
Tanya Anania
ﬁi Outlook

Details of each contact
7 Work
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New Contact

Select New in the

® New |v Edit Delet _
/ Contact Window Add contact
Contact Name

First name

o Save Cancel

Contact hst

'@) Mame

Email

Email

Display as

Fill in the required fields

& -Bu IM

Work
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New Contact List

@New v Edit Delet Select New

c Contact list in the
ontact .
/ Contact Window

Contact list
= Save Cancel

Name your list and add the

memberS \ List name Motes

Add members

Note that when adding
members just start typing and it
will find the members from your
contacts group
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Add a new Contact from email

@ New |v [ Delete Archive Junk Sweep Moveto v Categories v *e» ¥) Undo
Click on the contact for

Inbox All v hello A
the sender

Today

HD Schedule HD Schedule P Replyal |

hello 8:59 AM To: testtanva user: & Wed 5182016 858 AM

No preview is available. HD Schedule

Vesterday H S Department Account, TBD
COMMUNICATIONS @ @

4> Add to contacts

-

Faculty §

ned, | Click on Add to contact —¢Comtact Notes Organization

: : Send Email Work
| A window will come up and you hdschedule@uwinnipeg.ca Job title: Department Account
can edit the details and click on E}:FeartmTeElE: TED
, ICE!
save e Business Directory
- TED
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Add a new Contact from address book

Search Pecple ,O @ MNew | v  Add to contact Lists »

«

~ My contacts UofW AL BY DISPLAY MAME

Contacts

Click on Add to contacts

W L
~ Directo -
! Contact Notes Organization
UofW Rooms Aaron Moore
UofW AL

Email
Aaron Richard Frost

Click on the contact you
\"\Td Aashish Wadhawan W|Sh to add

Business: 786-9387

Ji\=l Ab Freig

A window will come up and you
can edit the details and click on Department. Poltical Science

save Office: 6L08

TIP

> >
EHBHA

Work

lob title: Assistant Professor

Directory

=)
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