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Using contacts (People) in Outlook on the web 

Essentials 

Note: Sign in to Outlook365 on the web using your work account. 

In Outlook on the web, you use the People page to view, create, edit, find, and delete contacts. You can use 
your contacts for your own reference, and you can automatically add them as recipients when you compose 
an email message. 

Getting to the People page 

1. Sign in to Outlook on the web.  For help, see Sign in to Outlook on the web. 

2. At the top of the screen, select the App Launcher > People. 

 
 

 

 

You can also access the People or Contacts at the bottom of the left Navigation pane. 

 

https://support.office.com/en-us/article/Sign-in-to-Outlook-on-the-web-aa860216-f121-48f0-a9d5-1acad5fd3780
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The following screen shot shows what you'll see on the People page. 

 

Here's a description of what you'll see: 

The Search People box - use to search for a contact or a contact list 

The toolbar - provides menus and commands for creating and modifying your contacts and contact 
lists depending on the context. 

Featured people - shows people you frequently contact, you're meeting with, you've marked as 
favorites, or you may want to follow up with. 

Your contacts - contains all of your contact folders. 

The middle pane - shows the contacts and contact lists that are contained in the item that's selected 
in the left pane. 

The contact card - shows details about the contact or contact list that's selected in the middle pane. 
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Select a person to see more about them 

If you receive an email from an Outlook365 user and want to email them, call them or schedule a meeting, 
hover over their avatar.   Click the ellipses (the three dots) to add them to your contacts… 

 OR  

When you click on their avatar OR click one of your contacts, a pane opens on the right. Here, you'll see more 
information about your contact, such as their email, phone, and office location. You'll also see who they're 
connected to in the organization, and what groups they belong to. 

At the bottom part of the pane, you'll see your interaction with the contact. View email messages you've 
exchanged, files shared with you, and any common meetings or events in the past or the future.  

 

Understanding contact folders 

When you create a contact or contact list from scratch, it gets stored in the contact folder that's selected in 
the left pane. You can create contact folders to keep certain contacts or contact lists together and find them 
more easily. 

Your contacts, which are in the left pane of the People page, contains all of your contact folders. When Your 
Contacts is collapsed, you can select it to expand it and see all of your contact folders.  
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When Your contacts are expanded, the Contacts folder appears directly under it, as shown in the screen shot 
below. You get the Contacts folder automatically. It contains all of your local contacts unless you create other 
folders and add contacts to them. 

 

Creating a contact from scratch 

1. Under Your contacts in the left pane, select the folder that you want to create the contact in. If Your 
contacts is selected rather than a particular folder, the new contact is created in the Contacts folder.  

Note: Before you create a new contact, make sure you select the folder in the left pane that you 
want to create it in. After you create a contact, it isn't possible to move it to a different folder. To 
store a contact in a different folder after you create it, delete the contact and then re-create it in the 
other folder. 

2. On the toolbar, select New. 

 

Click on icon and then Add contact 

3. In the Add contact form that opens, fill in the details that you want. 

You can select the icon to see options for that type of information. For example, select next to 
Phone to add phone numbers. 

4. Select Save when you're done. 
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Creating a contact from an email message 

To quickly add any sender or recipient that's in an email message to your Contacts folder, do the following: 

1. Select the App Launcher icon > Mail. 
2. In an email message in the reading pane, select the name of the sender or recipient that you want to 

add to your contacts. 

3. On the contact card that appears for that person, click the ellipses (3 dots) > Add to contacts.  

 

4. In the Add contact form that opens you may add additional contact information.  

5. Select Save to add the card to your Contacts folder. 

IMPORTANT: When you create a contact in this way, it is not possible to save the contact in a 
different folder or to move it to a different folder.  

Viewing your contacts and contact lists 

On the People page, when you select an item in the left pane, the middle pane displays contacts that are in 
that item, as follows: 

 When you select Featured people, the middle pane displays the people you frequently contact, 
people on your calendar today, your favorite people, and people you may want to follow up with. If 
you pinned a view, it appears at the top of the middle pane. 

 When you select Your Contacts, the middle pane displays all of your contacts and contact lists.  
 When you select a particular contact folder, the middle pane displays only contacts and contact lists 

that are in that folder.  

Using the filter menu to narrow and sort the contact display 

When you select Your contacts or a particular contact folder, a drop-down menu at the top of the middle 
pane lets you narrow and sort the contacts and contact lists that are displayed there. The name of the menu 
describes the sort order that's currently being used. The default menu name is By first name, because that's 
the default sort order. 
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When you select the menu to open it, you'll see that it contains the following three sections: 

 The Sort order section, where you can sort by First name or Last name. 
 The Display order section, where you can sort by First last or Last first to control how each name 

appears. 
 The Display section, where you can choose People if you want to view only the contacts that are 

people, Lists to view only the contacts that are contact lists, or All to view both.  

 

 

 

 

 
 
 
Deleting a contact or a contact list 

You can delete contacts or contact lists that you created or imported into Outlook on the web. You can't 
delete contacts that you get by connecting to a social network account, such as LinkedIn. 

1. Select the contact or contact list.  
2. Select Delete. 

 

 

 
 

Searching for a contact or contact list 

In the Search people box at the top of the left pane, enter a search term. 

 

 To search for a contact, enter their name or email address in the Search people box, and then select 
the search icon or press Enter.  

 To search for a contact list, enter part or the entire name of the contact list in the Search people box, 
and then select the search icon or press Enter.  


