Google Apps | Getting Started

Does your Contact Manager look different than what’s shown here? To fix this, switch to the new look!

a = Contacts: Email, find, and manage your contacts

With Google Apps, you can easily organize, find, contact, and track information about all the people and
groups you correspond with—both personal contacts and people in your organization. You can manage
contacts in an online address book called the Contact Manager. And you can quickly find addresses
when composing mail messages or setting up calendar events.

Types of contacts

Your contacts can include:

e Personal contacts: These include contacts you import to Google Apps (say, from Microsoft Outlook or
Lotus Notes), addresses of people you've emailed, and contacts you add directly to your Contact Manager.

e Personal mailing lists: These are groups you can create in your Contact Manager to help organize your
personal contacts, or to use as personal mailing lists. Learn more about personal contact groups

e Global contacts: If your Google Apps administrator has enabled Shared Contacts for your domain, you
can also access email addresses of everyone in your organization, as well as any outside contacts your
administrator has added (such as vendors or suppliers)}—much as you did with the Global Address List or
Name and Address Book you may have used in Outlook or Notes.

e Global mailing lists: Your administrator might create Google groups that people in your organization can
use as mailing lists. If Google Groups for Business is enabled for your domain, you might also be able to
create global mailing lists yourself. Learn more about Google Groups

Email a contact using auto-complete

You can easily find email addresses when composing a mail message by beginning to type the address in a
compose window’s To field. Gmail knows the addresses of all your contacts and mailing lists. It also remembers
addresses of any other people you've corresponded with. When you start typing an address in an email message (or
meeting invitation), a list of matching addresses appears. To enter an address, just click it!
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Save Now Discard

To | m|

@ "mary smith® <msmith{@1bot.info>

@ "Murthy Desdai® <mdesdai@solarmora.com= I

Subject
"Marcos Tenuda" <mtenuda@@solarmora.com=
"Margot Ramsey" <margot@solarmora.com:
B 7 | “MaryDorma" <mdorma@soclarmora.com> M E E = I «PlainText

Note: To see a global mailing list address in the auto-complete list, you might have to send mail to the list once.

Choose addresses from a list

To see a list of all your contacts when composing a mail message, open the contact picker. Here, you can browse
all your personal or global contacts, and you can search for contacts using the auto-complete feature (start typing to
see a matching list of addresses).

To open the contacts picker, click the To: link in a compose window:

™M google.com  hitps://mail.google.com/mail/c/wi 77

Choose  [label focus_fo_20111222_RCOO] [New importer] Report a bug

q\. Search my contacts & Solarmora

] [

Subject All Contacts j

Select: All, Mone
cassandra smith cassy@gtest.solarmora.com [

= 7. «Plain Text

Dean Shultz dean@solarmaora.com
Gary Goodsall gary@solarmora.com
Gavin Sehorn gaving@solarmora.com
E““n dra Smil Henry Holms 123456789 @ solarmora.com L
Solarmora.com Holly Hansley hr@solarmora.com i
HR Info hr_info@solarmora.com L

Open your Contact Manager

To view and manage your contacts, open your Contact Manager. From your Gmail window, click the Mail logo and
choose Contacts from the drop-down.
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Here, you can browse or search for contacts. You can enter profile information for contacts (business addresses,
website URLs, and so on). And you can create personal contact groups, which can be used both to organize
contacts and as personal mailing lists. (Global mailing lists are managed elsewhere, which we’ll get to below.)

My Contacts

When your Contact Manager first opens, it shows your personal contacts, which are listed in the My Contacts
group. (If you haven’t yet imported or added any personal contacts, this list will be empty.) To see details about a
contact, just click the contact.
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Contacts - - at More

| Alice Abernathy alim@mrmara.m

WEW CONTACT
I My Contacts (12)
Sunhouse Project Team ...

Andy Adams andy@solarmora.com (+1) 650-555-2301 (+2)

Benito Cacciatore ben@solarmora.com (+3) 650-555-2364 (+2)

Most Contacted (20) Cassy Smith cassandra@solarmora.com (+3) 650-553-2380 (+2)
Other Contacts (33) Gary Goodsall gary@solarmera.com (+1) B50-555-2371 (+2)
Directory .

Gavin Sehorn gaving@solarmora.com (+1) 650-555-2378 (+2)
Mew Group...

Margot Ramisey margoli@solarmora.com (+1) B50-555-2376 (+2)

Import Contacts._..

Default contact groups

My Contacts is just one of several default groups in your Contact Manager. Other groups you might see include:

e My Contacts: Contacts that you've imported yourself, created in Contact Manager, or added from another
group. Most mobile devices sync with this group, but some may sync with other default groups.
Most Contacted: The 20 addresses you use most frequently. Gmail automatically updates this list for you.
Other Contacts: Contacts that haven’t been added to My Contacts or any other contact group.
Directory: If your Google Apps administrator has enabled Shared Contacts for your domain, this group
lists all the global contacts in your domain.

e Starred in Android: You'll see this group if you sync your contacts to an Android device. This contains
contacts you've starred as favorites using Android.

e Friends, Family, and Coworkers: These were default groups in previous versions of the Contact Manager.
If you used them before, they can't be deleted.
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Create personal contact groups

Of course you can also create your own groups—both to organize your contacts, and to use as personal mailing

lists. Learn more about personal contact groups

Add a contact

Open your Contact Manager.
Click the New Contact button.

o=

Click Save now.

Enter your contact's information in the fields. For additional fields, click More.

Initially, the contact appears in My Contacts. But you can move it to another group, as described next.

Contacts - A —

o=,

] Add a picture
Sunhouse Project Team ...

Most Contacted (20)

b Mare ~

Samantha Chance”--- ]

Job Title , Company

My Contacts

Ofther Contacts (33) Worl samantha@gmail.com
Dil'EClGr‘;" Add email
Mew Group... Work 650-555-5555
Import Contacts... Mobile Phone
Work 1234 Main Streel
Add address

Copy a contact to another group

Once you create groups in your Contact Manager, you can easily add contacts to those groups. You can add a
contact to any number of groups:

1. Select the contact by checking its box.

L
2. Click the Groups button :-='.
3. Select the group you want to add it to and click Apply.

Tip: To quickly add a global contact to your personal contacts, select the contact in your Directory group, and click

+
the Add to “My Contacts” button =~ =

Browse or create global mailing lists

Groups you create in your Contact Manager are just for your personal use. That is, you can send mail to your
Cycling Team group, but other people in your organization can’t use that group address.

Global group addresses that can be used by everyone in your domain are instead managed by Google Groups. if
your administrator has enabled Google Groups for Business, you can see these groups by going to your Groups
service: At the top of your Gmail or other Google Apps window, click Groups. Then, on your "My groups" page, click
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Browse all groups. Learn more about Google Groups

If you don’t have a Groups service, you'll have to get the group address from the group’s owner.
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