Outlook 2007 - How to Assign a Category to a Contact

1. Open the contact

2. Click the Categorize button
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3. Click a category

4. If you don’t have a category, click All Categories

5. Color Categories ed |

To assign Color Categories to the currently selected items, use the checkboxes next to each
category, To edit a category, select the categaory name and use the commands to the right.
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6. Scroll to find a category and click its box

7. Click OK
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8. If you need a new category, click New... Add New Category 7] x|
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9. Type a name for the category
10. Click OK
11.  The new category will be listed and 2 x]
checked Ta assign Color Categaries to the currently selected items, use the checkboxes next ko each
category. To edit a category, select the category name and use the commands to the right.
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12. Click OK
13. A contact can B W s Py Yy
belong tO more Jj Cootaet Inyert Foomat Texst Deveinper L

2V W

Speiing  Contadt

My Categorze
E-mall Meetng - Calt 1
» ¥ ronow e~ 8, - Motes

Oose X 8j Actemie: Y | Cws
Adtipng Shaw Cummmuntoste Optinm Fiasdmy  OnaMinte
Note: xxxx and G
Gifts Funsane, | [i006icwes 1800Flowers
Company: | e | custsery Greply. 1800flowers con
Job thle [ <
Fieas f1800f1owen: 3
Frernet
Wemais |5 [smerreract si0oeers com
Display 33 | custsere® repy 1800t ewers com Notiz
Web page sddrers: | :‘5
1M aaeress | -
Mane nanten
Business.. 1
puyiness Far | - | |
Moble. [ . | |
Agdresini
Businen,. T
T~ Thin in the maiting 3
a0k -




