Outlook Personal Contacts - Address Book

Modify properties of you personal contacts to be accessible from Outlook Address book

On the left Navigation Column
e Click - Contacts

e Click - the group that you want to be displayed Under My Contacts
¢ Right Click — on that Group (IE. Frequent Contacts)
e Click - Properties

liv) Frequent Contacts - Microsoft Outlook
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d Mail Artman, Don Artman, Don

6 Asendio, David Asencio, David (954} 2016522 [@54) 2016394
ﬁ Calendar LE Asgedam, Yohannes Asgedaom, Yohannes (954) 2016819 954 2015444

85  Ash, Tim Ash, Tim
G| contacts 8  Atkins, Atlas Atkins, Atlas (954} 201-7893 (954] 2017892
@ Tasks LE Aubrecht, Bannie Aubrecht, Bannie (954} 201-7563 954 2017313 954.t

G5  Aumann, Jack Aumann, Jack (954) 201-7633 9545

-
3J L] @ - l;-|| Mwilae Dafaal ™ Mvilae Dafaasl | MEAT N1 SR aca 1 &244 ’ l

alex.betancourth@udtonline.com
Alexander, Willie
Almas, Ellice
Alvarada, Rick
Amy.Gilbert@sas.com
Anderson, Bernadine
Anderson, Pauline
Angel Rodriguez
Anthony, Joann
apiklor@vmware.com
Arnald, Clyde

alex.betancourth@udtonline.com
Alexander, Willie
Almas, Ellice
Alvarado, Rick
Amy.Gilbert@sas.com
Anderson, Bernadine
Anderson, Pauline
Angel Rodriguez
Anthony, Joann
apiklor@vmware.com
Arnold, Clyde

(954] 2017471

954-201-7373 954-769.9138

(954) 201-8067
(954) 2017461
(954) 2017578
[954] 2017539

954 201-3907
[954) 2017313

954 201-7313

954 201-2013 954 201-2485

: File Edit View Go Tools Actions Help Type a question for help =
PENew - B0 23 X B & - ¥ B | [ Searchaddresshocks - | @) o i
Contacts « ||[ad Frequent Contacts R '| ¥
8],:\” Contact Items ~ | 018/ Full Name Company File As Business Phone Business Fax Hom': =
My Contacts ~ Click here to add a new Contact E
G| Contacts 85 33,307 Computer Lab” <33/3075032=C... "33/307 Computer Lab™ <33/307...
221 Campus Technaology G “Chris Morgan® <cmorgan@diusa.cams> “Chris Margan® <cmargan@ctiu...
& Blackberry Contacts &  [PFE}, Brian Smith {PFE}, Brian Smith
A IR NS 31,306 President’s Canf R 31/306 President’s Canf R.
&ﬂlnfotechin Mailbex - Helpdsk = / resident’s Conference Room / resident’s Conference R..
- G5 31-343 1 Caonference Room 31-343 T Conference Room
Current View ¥
71-207 Provost Conference Room 71-207 Provost Conference Roaom
Cpen Shared Contacts... abelloise@necunified.com abelloise@necunified.com
Share My Contacts folder... 3 Adkins, Russ Adkins, Russ 954} 2015330 954 201-5398
Add Mew Group Aiken, Mally Aiken, Mally
Customize Current View... Albert, Bill Albert, Bill [954] 2017343

373 ltems

All folders are up to date.

3 Connected to Microsoft Exchange ™
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Outlook Personal Contacts - Address Book

-

Frequent Contacts Properties

Adrminiskration Forms Petmissions Synchronization
General Home Page Cutlook Address Book Activities
QE Frequent Conkacks
Type: Folder containing Contack Ikems
Location: 11Mailboc - Lorne Cleaver
Description:

Top-level Folder For migrated archive 'GroupWise Personal
Address Book!,

() show number of unread items

() Show total number of items
When posting ko this Folder, use: | IPM.Contact v

Automatically generate Microsoft Exchange wiews

[ Eolder Size... ] [ Clear Offline Ikems

[ Ok H Cancel ]

e Click - Outlook Address Book Tab (between Home Page and Activities)
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-

Frequent Contacts Properties

Adrminiskration Forms Petmissions Synchronization

General Home Page | Outlook Address Book Activities
85] Freguent Contacks

[#]5how this Folder as an e-mail Address Book!
Mame of the address book:

Frequent Contacks

[ (0] 4 H Cancel ] apply

e Click the box — Show this folder as an e-mail Address book
e Click OK
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e To view and send email to these contacts follow snapshots below

I Address Book: Global Address List DE] E]@-\

File Edit

Toals

search: (&) Mame only () More columns

MNarne

|-) 11162 Provast ConFerence Room
|2] 10/101 Gymnasium

& 1095Tdkvry

& 1093Tinfo

|2 1-163 Patio

lzd 1771014 IPS Training Room

|a] 171133 Centech work Schedule
|a] 171147 Conference Room

|a] 174219 Cnline Testing

™| 17220 MFL Lah

™| 17)228 Ack Lab

|a] 171515 Conference Room

| 171408 Title v

|a] 171419 Conference Room

|a] 171425 Meeting Foar

|2 17-101IP5 TrainingRoom

|1 17-146 Conference Room
<

Address Book
Global Address List

| Advanced Find

Global Address List
all address Lists
all Contacts
all Groups
&l Riooms
all Users
Public Folders
Cuklook Address Book.
Conkacks

Title

one Locakic

L

Frequent Conkacks

Global Address List
all address Lists
all Contacts
all Groups
all Rooms
all Users
Public Folders

il Address Book: Frequent Contacts

PE[SE})

File Edit Tools

Search: (&) Mame only ) Maore columns

Marme

9 "33/307 Computer Lab" <33/307...
8 "Chris Morgan" <crorgani@ckios, .,

8 (PFE}, Brian Smith

& 31/306 President's Conference R..

8 31-343 IT Conference Roam

& 71-207 Provost Conference Room
8 abelloise@necunified. com

& adkins, Russ

8 Adkins, Russ

& Aiken, Mally

8 Albert, Eil

& alex. betancourthi@udtonline. comn
8 Alexander, willie

& Almas, Ellice

8 Almas, Ellice

& Alvarado, Rick

& Amy,Gilbert@sas, com
<

Address Book

Frequent Contacks

ii»| Advanced Find

Display Mame

330307 Computer Lab
Zhris Margan
(PFE}, Brian Smith

. 31/306 President's Conference Room

31-343 IT Conference Room
71-207 Provost Conference Room
abelloise@necunified. com

Russ Adkins

adkins, Russ (Business Fax)
Aiken, Mollw

Bill Albert
alex.betancourth@udtonline. com
Willie Alexander

Elice Almas

almas, Ellice (Business Fax)
Alvarada, Rick,

Ay, Gilbert@sas, com

E-mail Address

F3/307 #0324 Compu A
u:mu:urgan@-:tiusa.-:u:urr: ]
Brian. 5. Smith@micro:
313064032 #Preside
S31-343#05322ITHR03:
71-207 Provost Conf
abellnise@necunified
Russ Adkins

adkins, Russ@3Is4 2(
maiken@adobe. comn

Bill Albert

alex . betancourthi@uw
Willie Alexander

Elice Almas

almas, Elice@a54-7¢
ralvarado@prosysis.a

Ay Gilberbi@sas, cor
>
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