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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 ? Filter Email ~ Name D
Q.

4. Select New Contact Group e Setectthe entey type: [ | |
5. Click Ok A

6. Title your Contact Group p é' -
8. Hadii
7. Select Add Members ){i_ Al
8. Change your Address Add 8. tnag
Mermbers ~ 2. magy
Book to Global Address A Micg
R Members B MISh! o4y entry in:
List Q. Mitte S rrr—— _
Q. Nasst |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

6. Click Edit Edit contact list oniee
7. Search for the person(s) e ——— T T
8. SE|eCt Add j;er‘:ac;i;ow1|1e[ted to your saved

9. Click Save G REE Add email addresses

address in the contact list, you must
remove the old email address and
add the new one.

. Nancy Schmidtke x
Nancy.Schmidtke@uregina.ca

NR Narges Rezaian

- - >
Narges.Rezaian@uregina.ca
RK Robert Knox %
Robert.Knox@uregina.ca
sw ?tepr!.WanF %
Steph.Wang@uregina.ca
Description
Add a description
Save Cancel
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