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Objective 
This document provides instructions on how to create contacts in Outlook 2013 (after your LAUSD mailbox has 
migrated to Office 365).   
 
One of the most critical features of email is the ability to manage contacts, both existing and new.  Outlook 2013 
has several quick and easy features to help you in managing your contacts.   
 
 
Part 1 – Add a Contact 
By default, every time you send an email Outlook saves any new addresses to your contacts.  However, you may 
manually add contacts to your People list at any time.   
 
1. Click People in the bottom left corner. 

 
 

2. Select the New Contact button in the upper left corner. 

 
 

3. A blank Contact window opens.   
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4. Fill in the fields with the contact information you want to include with this contact.  As you do, the contact 
information populates the contact card preview in the upper right corner.  

 
 

 

Tip: The drop down arrows give you additional options.  You may use the Tab 
button to advance from one field to another. 

 
5. Once you have completed entering the contact’s information, click the Save and Close button in the upper left 

corner. 
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Part 2 – Edit a Contact 
1. When you want to update a contact’s information, double-click the contact in your contact list.   

 
 

2. This opens the contact card in a new window.  Make any necessary changes to the contact’s information. 
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Tip: To open additional fields, click the  buttons.  

 

3. Once complete, click the Save button at the bottom right corner of the box. 

 
 
 

 
 
 
 


