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Create a contact
in Google Contacts

Create a contact with a name, company, job title, email
address and phone number.

Before you begin

Google Chrome open on a new tab
Signed in to the intended Google account
Contact details available

Example record: Jane Doe, ABC INC, Manager
Email: Jane@ABCINC.com
Phone: 1111111111 (demonstration value)
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Open Google apps

Google Contacts / Step 1

1 Open Google
apps

Click Google apps in

the upper-right corner

of the Google new-tab

page.

Gmail Images EEEU

Expected result

The Google apps panel
opens.
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Google apps navigation

Google Contacts / Steps 2 and 3

STEP 2
2 Find Contacts

Scroll down inside the Google
apps panel until Contacts
appears.

3 Open Contacts

Click Contacts in the Google
apps panel.
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Google Ads

G

~B

STEP 3

& Y

Arts and ... Google Ads Merchant ...

() G

Contacts
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New contact form

Google Contacts / Steps 4 and 5

4 Start a new
contact

Click Create contact in the
upper-left corner.

5 Choose a single
contact

Click Create a contact in the

menu.
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= ; Contacts Q  Searct

Create contact

+ Create cod"act

Contact

o Contacts

+ Create contact

h
2 Create a contact

2 Create multiple contacts

Other contacts @
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Contact name

Google Contacts / Steps 6 and 7

6 Enter the first
name

Click First name and enter the
contact's first name.

Example: Jane

7 Enter the last
name

Click Last name and enter the
contact's last name.

Example: Doe
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4+ Label
wlg Pl Tl
= Jane v
‘ Last name ‘
| |
— First name
= ‘ Jane v
i [ Company v

Ht

| It
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Company and role

Google Contacts / Steps 8 and 9

| Doe |
8 Enter the company .

ormpaity
Click Company and enter the

company name.

Job title ‘
i
Example: ABC INC =1 ‘ Ermi ‘
Enter the job title — Company
2 . B | ABCINC v
Click Job title and enter the Manager

contact's role.

| ‘ Email

Example: Manager
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Show the contact fields

Google Contacts / Step 10

— Jab title
10 ShOW the_ Manager

contact fields
Scroll down in the form

. . il Email
until Email and Phone __
are visible.

Add email

Expected result e ‘ = . ‘ ‘ Phone
Email and Phone appear ik alione I

below Job title.
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® Add address
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Email and phone

Google Contacts / Steps 11 and 12

11 Enter the email
address

Click Email and enter the
contact's email address.

Example: Jane@ABCINC.com

12 Enter the phone
number

Click Phone and enter the
contact's phone number.

Example: 1111111111
(demonstration value)
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L

Email
| l Jane@ABCINC.com IU Label

Add email

(- ‘ = “ Phone

Add e?naii

= “-1-1!11’111111 H Label
Add phone

M Al oeoddonnn
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Review the lower form

Google Contacts / Step 13

il Review the SR KT y
lower form
Scroll down to the Al phane
lower form section.
Leave unused optional © Add address
fields blank, as shown. | | | "
= Month - ‘ ‘ Day ‘ ‘ Year (optional) i
Expected result D [
The lower form shows

optional birthday and
Notes fields.

Show more
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Save the contact

Google Contacts / Step 14

14 Save the

contact " “ ‘ =
. €
Click Save at the top W
of the form. Wait for el
) o ™M ‘ Jane@ABCINC.com ‘ ‘ Label ‘
saving to finish.
Add email
Expected result — Fhone
| = _ || 1mmnum | ‘ Label ‘
The contact's details page
opens.
Add phone
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Confirm the saved record

Google Contacts / Step 15

15 Confirm the
saved record

Verify the saved name,
company, role, email
and phone. Look for
New contact created.

Expected result

The saved record
matches the details
entered.
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Email Schedule Chat
-+ Labe!

Jane Doe
Manager - ABC INC

Video

Contact details
Jane@ABCINC.com
W Tmnm

B Add birthday

History @
Last edited - Today, 11:29PM

Added to contacts - Today, 11:29FPM

New contact created Undo X
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