
To add an email address to your address book… 
 
1. Click on the down arrow on the ‘Account Options’ field in the upper right hand corner of the 
web mail screen and click on ‘Address Book’. 
 

 
 
 
2. The address book screen appears. 
 

 
 
3. Enter a name for this address in the ‘Name’ field. 
4. Enter the email address for this person. 
5. Click the ‘Add’ button to save the address. 
 
Ignore the very bottom fields unless you are changing an address. 
 
 
 
 



You can also add an address when composing a new message by simply clicking on the ‘Add 
recipients to address book’ box before sending the message. 
 
 

 
 
 
Lastly you can add a senders address by opening the message they sent you and click the ‘Save 
Address’ link as below. 
 
 

 


