Email accounts have an address book facility which allows you to store
your contact’s email addresses and retrieve them easily.

Using the address book facility in the correct manner will save you time
and reduce the possibility of typing in an email address incorrectly.

There are several different ways to store your contacts’ email addresses.

Whenever you send or receive a message you are given the opportunity
to save any email address that appears in that message and that is not
already stored in your address book.

1. After you've | Message Sent

sent an Mail Home | Inbox | Compose
email, click
on the Add
Checked Your email message was sent successfully.
Address
button. Add New Contacts?

Email Address

fhellinig@myway. com i

| Add Checked Addresses ||

OR

This will open the Add to Address Book page.

Add to Address Book

Email Address Type

First Name

Add Checked Addresses | Cancel |

(hsurfers@myway.com |Ibhsurrers

Last Name Nickname wht'f thi=>
ISurrers More Detail I

I Add Checked Addresses I Cancel I

2. Click on the check box to the left of the address to select it.

3. Type in a nickname you would use for that contact. The nickname
lets you save time when sending a message to a contact when
typed exactly as it appears in your address book.

4. Click on the Add Checked Addresses button.
This will display the Addresses page. Note the saved address.

Addresses I Hew Contact l Compose Message | Hew ListI Import | Export I
(All|ABCDEFGHIJKLMNOPQRSTUYWXYZ) [ ] sewen ]

Email Filter:

To Cec Bec LastName First Name Email Nickname Uiew:

F F E lbhsurfers  Ibhsufersi@myway.com (p)  Surfers Edit | Delete

Edit Quick Address Book | Edit Layout | Delete Multiple Addresses

You can also add a new contact to your Address Book from the

Addresses page:

After you've

opened a ¥, Message is not flagged. [ Flag for Follow Up |
received Date: ‘“Wed 04 Jan 2006 02:57:16 PM EST

email, click on| From: rﬂhﬁﬂiﬂﬁﬂﬂhﬁuﬂim@myway.cum:»

the Add to [ Add to Address Book ||Block Address | Report 3z Spam |
Address To: |bhsurfers@myway.com <lbhsurfers@myway. com:z
Book link. Subject: contacts

1. Click on the New Contact button.
ThIS Wl” dISp|ay New contact Save Cancel
the New Mickname I u_l
Contact page. ""F—_“":““"? |

2. Fill in at least the |- |
Nickname and | ., |
Email fields. Category

3. C||Ck on the Email Address
Save button. P |
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