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Create new contacts in the contact list CO10 

You can create a contact directly in the Contacts tab, or based on the sender of a mail message you 

received.   

Create a new contact based on the sender of a mail message 

1. In your Inbox highlight the mail message. 

2. Click on the More button on the Action bar and select Add Sender to Contacts. 

 

 

 

 

 

3. The Add Sender to Contacts dialog box will open with the sender’s name in the relevant fields. Add 
any additional details in the Basics tab. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click on the Advanced tab to view the mail address. 
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5. Click on OK to complete adding the sender to your contacts list. 

Tip: You can also use right-mouse click on the mail message to select the Add Sender to Contacts 

option. 

Create a Contact in the Contact tab 

1. Open the Contacts tab.  If the Contacts tab is not open, click on Contacts from the Home Page. 

2. Click New to create a new contact. 

 

3. The New Contact form will open.  Complete the required fields and click Save and Close to save 
your changes. 

 


