
 
 

Adding contact list to address book 
 
 

1)       2) 

 
 
Right click contact icon and select properties 
 
 
 
 

Click on outlook address book tab and remove 
checkmark from show this folder… if it’s 
checked 
Click OK 

 
 
3)       4) 
 
 
 
 
 
 
 
 
 
 
 
Click TOOLS then E-mail Accounts….   Click View of change……. Then next 
 
          



 
 
5)        6) 
 
 
 
 
 
 
 
 
 
 
Click change 
 
 
 

Click remove Address Book (it’ll say 
Contacts –Integrated Technology 
services or similar) 
Click close when removed 
Then click finish when window closes 
 

 
 
CLOSE Outlook, and then reopen it 
 
Repeat steps 1 and 2, but this time make sure that the box is checked click OK 
 
Close and restart Outlook 
 
Your contact list will now show up in the address book. 
 
 
 
 
 


