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¢ Click the New Contact action
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" Add the person’s first and last
name, amail address and any
other information that you
would like to store. Don't forget
to add a Category so that you
can view your Contacts in the
Category view.

Click Save and Close.

Create a New Contact from a Message You Receive

o Select the message in your Inbox
e Click the More action and choose Add Sender to Contacts

Add Sender to Contacts
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The First and Last name will
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Click the Advanced tab to see
the email address
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Click OK to save
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