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Beginners: Using the Address Book 
1. Log into your email box, and click on the Addresses tab header. 

2. Click on the To, Cc or Bcc check box to the left of the contact(s) to 
which you want to send a message. 

3. Click on the Compose Message button - located above the 
Address Book contacts.  
 
This will display the Compose, already addressed to the selected 
recipient(s) in the corresponding fields as you selected them. 

There are several ways of sending an email using the contacts in your 
address book instead of typing in the recipient’s email address. 

1. Log into your email box, and click on the Compose Message Link. 
2. Instead of typing the recipient’s email address, enter their 

nickname (as it appears in your address book) into the To, Cc or 
Bcc field - their email address (as it is stored in your Address 
Book) will automatically be used. 

 

1. Log into your email box, and click on the 
Compose Message Link. 
To the right of the message’s address 
and subject fields is the Quick Address 
Book. 

2. Click on the To, Cc 
or Bcc link next to 
the contact you 
wish to include, 
and it will appear in 
the corresponding 
field. 


