Adding a New Contact to the
Outlook 2007 Address Book
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Open Outlook
2007 and we
can see an
email that we
received from
a co-worker.

Open Outlook 2007
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We double click on the
email to read the
message. We want to
add crobb59@aol.com
to our contact list. We
right click on the
address to open the
popup menu and we
select Add to Outlook
Contacts.
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Sending a New Mail Message

To send a new
message, we
pick File on the
Menu bar, New
and then Mail
Message.
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The New Message Window

The New Message
window will appear.
We can double click
on the To button and
the Select Names:
Contacts dialogue box
appears. We type the
name Charles in the
search textbox and we
can see the list of
names that match the
criteria. We choose
Charles Robbins and
click on the OK
button.
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Email with Attachment

Charles Robbins is now

listed in the To textbox.

We can type a subject
line, a short message
and attach documents
to the email. We press
the send button to
finish the process.
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