Create a Contact List in Outlook
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Go to Preferences from under the Outlook menu
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rt using Outlook, you are unable to create Contact Lists.
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Uncheck the box next to “Hide On My Computer folders”

[ General
Show All

Sidebar
Show all account folders
Hide On My Computer folders

Personalize
Office theme (applies to all Office apps after restart): = Colorful B
e 0 General
Show All
Sidebar

Show all account folders

| Hide On My Computer folders

Personalize

Office theme (applies to all Office apps after restart): = Colorful B



Close the Preferences window.

Now, you can create a Contact List. The Contact List is stored locally on your computer (it does
not sync with the Office365/Exchange server online).
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Double Click on each row in the list to add individuals.
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