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Showing your Personal Contacts first in Outlook

By default, the Global Address list
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is pulled up first. These are the e - N r
steps to show your personal Contacts

address lists first. T
1. Log into your MS Exchange in 4 e
Outlook, and select your Contacts b4 i

O By Location

fO I d er O By Follow-up Flag

Open Shared Contacts. .
Share My Contacts...
Customize Current Yiew,
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2. Go to Tools in the menu bar, and
select Address Book...

Contacts

Address Book, .. CtrH-Shift+6

82 Contacts Empty "Deleted Ttems” Folder
Current View E-mail Accounts...

@ Address Cards Customize. .

© Detalled address Carf Options. .

& Phone List I Fl

) By Category
© By Company
) By Location
O By Follow-up Flag

Open shared Contacts. .
Share My Contacts...
Custamize Current View, .

Type s question forhelp =
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3. In the Address Book window, go
to Tools then select Options...

% Address Book
File Edit View RS

=R, # Find...  Cr+Shift+F
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4. Click on the drop down box “Show Addressing |§|

this address list first: “

Addressing

Shiowe this address lisk First:

Global Address Lisk

keep personal addresses in:

|Cl:unta|:l:s hd |

When sending mail, check names using these address lisks in
the Following order:

Global Address Lisk

Contacks T |

[ Add... J[ Remove ][F‘rn:nperties ]

L Ok J[ Cancel ] apply
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5. Select Contacts under the Outlook
Address Book.

6. Click on Apply. Close out of the
address book window. The next time
you pull up your address book, your
personal contacts will be pulled up
first.
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Showe this address list Firsk:

Glabal Address Lisk

Ciutlook, &ddress Boak,

Conkacks

Global Address Lisk

all Address Lisks

Al Conkacts

ALL EMPLOYEES
DIST-EMPLOYEES
MVC-EMPLOYEES
P&C-EMPLOYEES
SAC-EMPLOYEES
SPC-EMPLOYEES

ALL FACULTY
MVC-FRICULTY
PAC-FRCLLTY
SAC-FACULTY

— SPC-FRCULTY

All Groups

ALL STUDEMTS

MVC-5TUDENTS

P& -5TUDENTS

SAC-STUDENTS

SPC-STUDEMNTS
all Users

—_Public Folders
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Shiow khis address list First:
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Keep personal addresses in:

| Conkacks

the Following arder:

Global Address Lisk
Conkacts

when sending mail, check names using these address lisks in
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