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® Deleting a Contact

1. Select the contact or contacts that you want to delete.
2. Click on the Delete button to delete the contacts you have selected.

FE New Contact | K. Move: Delete | =

Your search returned more results than can be displayed. Refine your search an
131 results for "Smith™ in Contacts. Clear the results of this search,

[ File as E-mail

[ smith, Mark Jeffery
Smith, Michael L.

[ smith, Nancy Read

[ smith, Patricia

[ Smith, RobertD.

[ Smith, Ronald C.

nrs@lexfirst.net

RCSMITH5S@HOTMAIL.COM

2l Sorting Contacts

1. Click any column header to sort by that header title. A small
triangle to the right of the column name indicates that the list has
been sorted by th;»t column.

89 Contacts
| Click here to enable Instagh Search

|3earch Contacts

Drag a column headerfiere to group by that column.

018 Full Name
Click here to add a new .

Company File As Business Phone | Busir

‘Wells Scott

Sherrie Human Xy

Wells, Scott

Sherrie, Human

(513) 771-8555
(513) 7453160 (513)

Mary Stroud xU

Mary, Stroud (513) 7453359

An upward arrow indicates that the list is sorted in alphabetical
order from A to Z, while a downward arrow indicates that it is sorted

I™ This is the mailing address

& Attachments...

,@ Searching for Contacts

To search for a particular contact or contacts:

1. In the Find Someone’ box, type the name or other information you
are looking for. You can search on complete or partial information
that you have entered for contacts with this method. For example,
you can enter a business name or a phone number, or a part of ei-
ther.

2. Select the desired contact list, address book, or distribution list
from | thedrop-down list’. 5 Clickonthe 5 magnifying

=[]

| Find Someone | ” Contacts

Mew Contact | e Move | Delete | i~

File as E-mail
5133793303 @mobile. att.net 5133793303@mobile.att.ne...
Abbott, Lawrence Bradford

Abbott, Lawrence Bradford

Abernathy, Malaika

. Editing Contacts

1. Double-click on the contact that you would like to modify.

2. Click on the Edit Contact button.

3. Make the desired changes to the contact information, then click on
the Save and Close button.




