
Add Contacts to Email in Google

1
Log into Google with your 
Mt. Clemens information

2 Click on the 
Google Apps

3

Click on the 
Contacts App

Click on Create Contact

4 Add the students name 
in parentheses after 
adult’s last name

5

6 When you want to email adult, simply 
start typing student’s name in the 
“to” and click on the email address


