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ADDRESS BOOK

The Address Book allows you to keep track of your contacts and their information. You can create
categories that help organize contacts (such as “Friends” and “Family”), and you can create distribution

lists that let you send one message to many contacts at once. Click the Address Book icon in the
QuickBar to get started.
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1. CREATE A COLLECTION 2. COMPOSE AN E-MAIL
When you create a collection, you can Once the desired contacts are listed in the Collection Box, select Compose
create a distribution list or compose an E- Email from the drop-down list and click GO. The Compose Mail page will be
mail to everyone in the collection. displayed with the “To” address field pre-populated. Edit and send your

message as you normally would
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Click the ® Add to Collection option

onscreen. 2. CREATE A DISTRIBUTION LIST

3. Repeat steps 1 and 2 as needed until 1. Once the desired contacts are listed in the Collection Box, select New
all desired contacts are listed in the List from the drop-down list and click GO.
Collection Box. The Contact List Detail page will be displayed.

2. In the Contact List Detail page, add additional E-mail addresses as
desired to this list.
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