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Outlook:  Creating a Contacts List  
 

 

• Click Start…Settings…Control Panel 

• Click “Switch to Classic View” located on the upper left side of window 

• Double-click “Mail” 

• Click “Email Accounts”. 

• Under “Directory” click on  “Add a new directory or address book” 

• Click Next 

• Click “Additional Address Books” 

• Click “Outlook Address Book”. 

• Click “Close”. 

 

Now when you are in Outlook creating a new message, click on the address 

book icon (to the right of the paperclip icon, it looks like a book).  
 

 

 

 

 

� Click the drop-

down arrow 

next to “Global 

Address List”  

� Select 

“Contacts” 

under Outlook 

Address Book.  

 

Any distribution lists 

you’ve created should 

now be listed in the 

window. 
 

 

 

 


