
Remove an Address that Appears When Typing in the TO… Line 

Situation: 
You want to remove a name that appears when you start typing an email address in the To: line because 
you no longer need to send messages to that person. Clicking on the name when the list appears only 
places the address in the To… line. 

 

Overview: 
Instead of clicking on the name when it pops up, press the down arrow key to highlight the name and 
then press DELETE key 

Step by Step Instructions: 
 
 

1.  Start typing in the To… line 

2.  A list appears 
Press the Down arrow until the name you wish to remove is highlighted

 
3.  Press the DELETE key 

4.  The name is removed from the list

 
 


