Organizing Microsoft Outlook Contacts
1) Open Outlook and click on the “Contacts” button on left to get into the contact directory.

2) Adjust the view to your preference by clicking on the “View” menu at top of toolbars, and then hovering down to the “Current View” option, then hover into the menu on right to select your view preferences. (e.g. Current View = Address Cards, Current View = Categories)

3) Click on the name of the individual that you want to add to a category.  This is done to select the name.
4) Click on the “Organize” button on top toolbar (Also available under the Tools Menu.)
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5) After Name in lower window has been selected, and you are looking at this window, select the category you wish to add them to using the drop down list and then click on the “Add” button on right.  Move on to next person…
