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SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS 

 

ADDING CONTACTS TO MS OUTLOOK 

 
Purpose 
MS Outlook does have what is called a “Type Ahead” feature.  As you send/receive emails from 

individuals outside of SASD, MS Outlook records their email address so when you start to type, 

MS Outlook tries to anticipate who you are sending the message to and makes an attempt to 

narrow the search.   

 

The Type Ahead information is stored on the local PC and not to the network; therefore, if your 

PC gets replaced for any reason that information leaves with your “bad” PC.  The new PC does 

not have it.   

 

For this reason it is highly recommended that if you have individuals that you regularly email 

that you create a MS Outlook contact for this individual.  By doing this, you create a contact 

profile for this individual that IS stored on your MS Outlook Profile on the network.  Once you 

create the individual contacts, if your PC is replaced you still have access to your contacts and 

you can still send emails to anyone that is outside of SASD. 
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When should I add a person to my contacts? 
 

You should add someone to your contacts if they are not a Sayre Area School District (SASD) 

employee.  For example, I commonly send emails to other Tech Specialists in the IU, therefore I 

have these individuals added to my Contacts (see below): 

 
 

Who should you NOT add to your contacts? 
 

You should not add a SASD employee or student to your contacts.  Why – because all of the 

SASD employees and students are already in the SASD Outlook address book.  This may cause 

problems because the address you have in your contacts may not match what is in the SASD 

Address Book. 

 

How to add someone to your contacts? 
 

There are two ways to add someone to your contacts.  The first example is based on if you 

receive an email from the individual. 

 

Open a received email from the individual you wish to add to your contacts 

 
 

On the name/address, Right Click > Add to Outlook Contacts 

 
 

  

I plan to add Jon 

Paulhamus 

Click Add to Outlook Contacts 
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A new window will pop-up that is the contact information for this individual. 

 
This will ONLY store information that was sent through the email – typically the Name and 

Email Address of the individual.  If there is any additional information that you want to add to 

the contact, now is the time.  Otherwise, click the Save & Close button at the top left. 

 

You now have this individual saved as a contact. 

 

The second example is based on if you have not received an email but maybe a business card that 

has their email address listed or you are on the phone and you write down their email address. 

 

On the MS Outlook console there is a “Contacts” section, single left click Contacts 

 
In the upper left corner, click New Contact 

 
This is the same “Contact” screen that was in the above example but is blank. 

 
  

Click Contacts 

Click New 

Contact 



 

 

Document Author: Tad Davis Page 4 Revised:  7/9/2010 
X:\2009Tech\TechTips\MSOutlook\Adding Contacts.docx 

Add any information that you want for this individual; you have to have at a minimum their 

Name and Email address.  You can add as much information as you wish: 

 
Click Save & Close and the contact is now saved. 
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Using this contact address in an email. 
 

When creating a new email, click the To: button 

 
By default, the SASD Global Address List (all SASD email accounts) will be displayed 

 
In the Address Book drop down menu, click Contacts 

 
Now your individually created contact list should appear 
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You can either Double Click the names you want to add (this will automatically add them to the 

To: button or Single Click the name and single click the To, Cc, or Bcc button depending on how 

you want the email sent 

 
 

Once you have the email(s) that you wish, click the OK button 

 
This will take you back to your email.  Type the email and send as normal. 

 

Please note that after you create and send one email to an individual, this creates an entry into 

your Type Ahead file so the next time you start to add this person to an email, MS Outlook will 

use the Type Ahead and automatically fill in the address for you 

 
 


