Adding Contacts to Outlook Address Book.

If you are having problems sending from your contacts list, you
will need to add an Outlook Address Book to your profile and
import the contacts into the Outlook Address Book.
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2. Click on mail icon

3. Click on E—ml Accounts
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4. Click on view or change existing directories or address books. Click Next
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Highlight Outlook Address Book. Click Next.

| E-mail Accounts

Other Address Book Types
‘ou can choose the bype of address book you'd like ko add.

Qutlook supports these additional address book types, Select the address
book bype wou want ko connect to and click Mext,

Personal Address Book
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10. Click on Export to a flle C|ICk Next
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11. Select Comma Separated Value (Windows). Click Next.
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12. Make sure Contacts is highlighted and select next
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15.
you will be back in Outlook.

16. Click on File, Import and Export
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You will see the export function (this is very quick and you may miss it). Then



17. Click on Import from another file or program. Click next.
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18. Highlight Comma Separated Value (Windows) and then select next.
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19. Outlook should automatically find the file you just created.
Select Replace Duplicates with Items imported. Click next.
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20. Highlight Contacts folder. Select Next
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21. Select Fi”ish
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22. You will now see the items being imported into your contacts folder. You will

then be brought back to the main Outlook Screen.

23. You can now select address book
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24,

25.

When you look at the address book list you can see Outlook Address Book at the
bottom with contacts under it.
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This is now where the contacts you add in your contacts folder are listed. You
should now be able to send e-mails through your contact list without any errors.
Make sure you select persons at UAMS from the Global address list and add
outside user to your contact list from an e-mail received from them when
available.



