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How to Create a Contact Group in Classic Outlook

1. Under Find, select Address (E1]
BOOk | EEar.:h PECF'E | File Edit Tools
. Search: OAH columns "::"Name only Address Book:
2. Inthe pop-up, select File @ Address Book Offline Global Address List - Caitlin.Brosin: ~|  Advanced Find
3. Then Select New Entry ? Eilter Ermail Name D
ilter Ernail +
4. Select New Contact Group _ Setectthe entey type: [ | |
5. Click Ok Find A
H 8. Grace
6. Title your Contact Group p o
7. Select Add Members ){i_ é-:::’n‘j
8. Change your Address Add g- e
Mermbers ~ Co
Book to Global Address A Micg
R Members B MISh! o4y entry in:
LlSt é ’:!Et: |Contacts - Caitlin.Brosinsky@uregina.ca w
9. Search for the person(s) é::;:‘; o Cancat
10 Select Members Q. Ntumngia B Aran
11. Click Ok
12. Select Save & Close
How to Create a Contact List in the New Outlook
1. Select the people icon on the left-hand side of the screen.
2. Select Add to List
3. Title your Contact List
4. Go under Contact Lists in the left-hand side of
the screen
5. Find and select your list Edit contact list o
6. C”Ck Edit The email addresses in a contact list T
7. Search for the person(s) :;i:auctlsc.onnected to your saved
8. Select Add If you want to change an email Add email addresses
. address in the contact list. you must
9. Cl |Ck Save remove the old email address and
add the new one.
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Description
Add a description ‘
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How to Share Contact Group in Classic Outlook

Click on the two people on your side navigation bar
Click Contact

Select the Group you want to share

Click Share Contacts

Add the people you want to share with under To...
Click Send
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Sharing invitation: Technology Training - Contacts - Share

v My Contacts

New Contacts(1)
C@ computertraining2 < : Automatic reply: © Hey, | am out of office until July 7th. Please contact Technology.training@uregina.ca if you have any urgent questions”
Technology Training

People | BusinessC..  Card Phane List Move Mail Sendte | Forward | Share
Contact  Group  ltems~ ~  Merge OneNote | Contact|Contacts
New Delete Communicate Current View Adtions

Share Tags

Banner 9 testers (Lau|  Fjle Share Insert Options Format Text Review
iy AL s e
Frequent Cantacts O ) = ) | High Importance )
Paste Address Check | Attach Signature . Editor | Immersive | Zoom
Leanne (Nancy Sch
v - Book Names | Filev ~ | LowImportance Reader
New Contact:
e ontacts Clipboard El Basic Text MNames Include Collaborate Tags Ml Editor Immersive Zoom

Af Browse Groups

Groups

Search People

[B] Address Book

Find

To computertrainingZ |
TLC Job
Subject | Sharing invitation: Technology Training - Contacts
TLCLab (Laura Herp | gy [] request permission to view recipient s Contacts folder
frain Allow recipient to view your Contacts folder
Trainers
Wi B Lceron urange contas
How to Open a Share Contact Group in Classic Outlook
1. You should receive a Sharing invitation email.
2. Open the email (The Reading Pane won’t work)
3. Click Open this Contacts folder
File Share Acrobat
= [y Rules ~ EO Find )}
RSE m QIZ' @ [SMecing ¥ Create New D\L .:3 FlE] (I%v—l mE] 5§ émtdv AJ [@ q
Open this Delete Reply Reply Maove Assign  Mark Categorize Follow | Translate e Read Immersive | Zoom
Contacts folder All - - F‘gActionsv Palicy ~ Unread - Up~ ~ [} Select ~ Aloud  Reader
Open Delete Respond Quick Steps ] IMove Tags ] Editing Immersive Zoom ~
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