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Adding Addresses to the CAC Student E-mail Address Book
(Adding Contacts)

T 1T —
The address book is where you save the e-mail address of the . Inbox
people you send messages to most often. The people in your " Calendar

address book are called “Contacts”. If you add the e-mail addresses | g Emtadsh
of your instructors to your contacts, you will always have the correct = -

e-mail address. i] Lasks
) Public Falders
To add a Contact to your address book click on the “Contacts” | J Rules

button in the Outlook Menu. Click “New” on the Contacts Toolbar.

1 you have new mail.

A black “Contact Card” window will open.

.5hltp:ﬂemail.cenlralaz.edu-Unlilled -- Contact - Microsoft Internet Explorer 777 You Can fi” in as muCh Or aS Iittle
e A “| information in the Contact Card as
you like, but you must at enter at
least a last name.

General IDEtaﬂs |

Last Name:  cac glackboard Technical Support

First Mame; ‘ Business Phone: ‘520-426-4293

Middle Name: ‘ Horne Phane: ‘

Job title: ‘

Fill in the information and then click

|
|
Makbile Phane: ‘ |
|

Comparnty: ‘ | Assistant Phone % ‘ ‘

“* ”
Flle s on “Save and Close (upper left
corner).
Maling address Display Mame: |CAC Elackboard Technical Support |
Street: Room 0200 E-mail address: |pjackhoard@centralaz. edu |

signal Peak Campus]|

City: [

State Province: |

|
|
Postal Code: | |
|

Country/Region! |

weh page address:

Attachments:

You can add to your address book (your contact list) from a message you are reading.

[ 3y tcactn comiao ok im0 %
Open the message and the double click on the | L sremios sromes 4 5 2 x s+ @rep

address in the “From:” field.

Sent; Sat 1812005 12:05PM

Display Mame;  Hackboard

Click “Add to Contact” in the E-mail Properties [ swe
dialog box. -

E-mail address;  ELATEBOARD@centralaz adu
(o Coins )~

hitp:f fractus. centralaz edulerchance/de o Inbernst
1 1§

Follow the steps above for adding an entry to
your address book.

Cise

Click “Close” to exit the E-mail Properties dialog box.



