New Contacts
1. On the menu bar click tools, then scroll down to address book

2. Click New Entry button
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3. Select New Contact and click OK.
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4. Input email address and other available information– when finished, click Save and Close.
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Alternative Way to Add New Contacts (Faster and Easier!)

1. When you receive an email from someone you want to add as a contact, move your cursor over their name in the “from” or “to” field.

2. Right-click the mouse.

3. Select Add to Contacts
4. Then simply fill in the information needed! 
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