Addressing: Using the Address Book in E-mail Overview

Contents This publication contains the following topics:

Topic Subtopics

Accessing Address Book | How to access Address Book for E-mail addresses
What Address Book looks like

Ways of Finding Names | Finding Names for mail messages

Applicable Outlook 2003 Client
usage
Important e The Global Address List is the default, but this can be modified.

e The Global Address List and the Syracuse University Book are sorted
alphabetically by First name. This cannot be changed.

e Some names may look like duplicates. To be sure you have the correct person,
always check the other fields like office and title.

e Users or Groups in the Global Address List who have a globe @ in front of their
names are still in GroupWise.

e Users or Groups in the Global Address List who do not have a globe in front of
their names are on Outlook/Exchange.

The default search order for Outlook is:

1. Global Address List

2. Syracuse University

3. Contacts (including Custom Contacts lists in alphabetical order)
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Using the Address Book in E-mail: Accessing Address Book

How to access 1. Create a new mail message.
Address Book 2. Click ontheTo... or Cc... or Bcc... buttons. fie Edt View
for E-mails =A5end | &

1l

Tau.. |
oo, |
Bcc... |

What Address Below is an image of the default Address Book. Please note key circled areas in red.
Book looks like

B Address Book =10/ x|
File Edit View Tools

@._{&jff')(|m|ﬁj>£0|bar

Type Mame or Select from List: Shgvyﬂames—ﬁmn ther

|| Current address list Global address List -
selection

I Marne | Business Phone Office | Title __TEompany

— Uzet names
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Using the Address Book in E-mail: Ways of Finding Names

Finding Names

for my E-mails

Version 1

Start at the top-down until you find the Search method that works best for you.

Method

How it works

Works best when

Auto Complete
Names

Type first name directly into
the new mail message To or
Cc or Bcc lines

Recipient has been e-mailed
before

Check Names

Check Names icon (Alt + K
or Ctrl + K)

Recipient has not been e-
mailed before

Search Box

Find using the Address Book
search box

Working in the Address Book
and first name is known

Find command

Find using the Find
command

Working in the Address Book
and first name is not known or
not helpful
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Using the Address Book in E-mail: Auto Complete Names

How Automatic Works well for individuals you e-mail often.

names work
What are Auto Complete Names?
These are names that Outlook stores on your computer every time you send an e-
mail. Outlook displays a list of matching names based on your input. You can
select an e-mail address from the list that appears.

When do Auto Complete Names appear?

e A new mail message is created, and
e You start typing a name in any of the Address fields (To, Cc, Bcc), and
e Have already e-mailed that person before.

How to use Auto Complete Names?

e Procedure for using Auto Complete Names
e About Duplicate names
e Procedure for Deleting Unwanted Auto Complete Names

Procedure for Step Action

Using Auto 1 Create a new mail message.
Complete

Names 2 Place cursor in the To... or Cc... or Bcc... fields.

3 Begin typing first name of recipient, or the first part of a distribution
list, or listserv list.

4 As each letter is typed, a drop-down list will show the valid possibilities
of names in history as shown below.

E® Untitled - Message (HTML)
File Edit Wiew Insert Format Tools Actions  Help

=1%end | & | £ | 0 ™ Attach as Adobe POF (G2 | ¥ | ¥

Subject: r

Maureen L
Michae! M
mike@atl, col
IMelanie W
—— 1

5 Use the cursor or arrow keys to select the name from the list.

Continued on next page
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Using the Address Book in E-mail: Auto Complete Names, Continued

About
Duplicate
names

Procedure for
Deleting
Unwanted Auto
Complete
Names

Version 1

As we transition from GroupWise to Outlook, duplicate names will appear on the

list.

M =--Start typing

I Lorraine  «<BLAFCASC-LFCS4257-FACS7FeE-D1D44C 10>

Important: Do not use the name with the long string of characters after it. This
indicates an old GroupWise address that is no longer usable. These should be

deleted.
Step Action

1 Using the down arrow, highlight the address to be removed.
Fle Edit View Insert Format Tools Actons Help
=Send | = S I T Attach as Adcbe POF | G | 4

[% Ta... | I
dLarraine
KC | Lorraine  <SF7FCASC-LFC34257-FZC57LSF-D1044C 1D >
2 Click the Delete key to remove the address.

File Edit

=Send | 4 & I T Attach as Adobe POF | G

View Insert Format Tools  Actions Help

Iu

r_

Note: This only removes the address from your computer.
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Using the Address Book in E-mail: Check Names

How Check
Names works

Procedure for
Check Names

Version 1

Works well when you know any portion of the first name, or last name or NetID.
Check Names performs a search on the Name field to find a match.

The Check Names function will go through all the address lists available including
your Contacts.

Step

Action

1

Create a new mail message.

Place cursor in the To... or Cc... or Bcc... fields.

Type in the complete or beginning part of the recipient’s first name, last
name, or NetID.

Note: You may type a list of entries and all entries will be checked
sequentially. Either type in a name and press the Enter key before
entering another, or type in a name followed by a semi-colon to

separate it from the next entry.
W ! 41 8|

Check Mames

In the E-mail toolbar, select the Check Name icon.

—OR—
In the E-mail address field, press and hold: Alt + K or Ctrl + K

If... Then...

Thereis more than | 1. The screen below will appear

one match 2. Double-click on the desired name to
select it.

Check Names x|

Microsoft Office Outlaok Found mare than one "Barry”,

Select the address ta use;

| Wame

Properties | ihDWMU’ENamES.‘-l MEWCUHtEEt.‘.l

o | |

There is only one The name will appear in the address field on
match the e-mail.
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Using the Address Book in E-mail: Search box

How Search This process works well if you know the first letters of the Name field.
box works

The Search box performs a search to find a match on the first letters only of Name
field for any address list you choose.

The Search technique can be used for all portions of the address book.

Procedure for Step Action

Search box 1 Open a new mail message.

2 Access Address Book by clicking on the To... or Cc... or Bcc... buttons.

3 Select address list to search in from the Drop-down box called Show
Names from the:

4 Type the name or beginning part of the name in the box called Type
Name or Select from list:

% Address Book

File Edit View Tools

IEERSE R e

Type Mame or Select From List:
IJiHl

‘ Business Phone Office

Note: As you type each letter, the list will adjust to show the first
matching name.

5 Double-click on the desired name to select it. The name will appear at
the bottom of the box in the To, Cc or Bcc fields.

6 Continue to select addresses. Once you have the complete list, click
OK on the bottom of the box.
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Using the Address Book in E-mail: Find Command

How the Find
command
works

Find Procedure

Version 1

Use this if you have been unable to locate the recipient by their first name, or if
you want to search the Syracuse University address book.

The default Find order for Outlook is:

1. Global Address List

2. Syracuse University

3. Contacts (including Custom Contacts)

Step Action

1 Open a new mail message.

2 Access Address Book by clicking on the To... or Cc... or Bcc... buttons.

3 Select the desired list from the drop-down box called Show Names
from the:

4 In the Select Names dialog box, click the Advanced button in the lower
left corner, and choose Find.

5 For Global Address List find:

The Advanced Find screen will
appear.

Fill in whatever fields are known as
shown below. (Do not use the
Display name: field.)

You may fill in complete or partial
names.

For Syracuse University list find:
The Advanced Find screen will
appear.

Fill in whatever fields are known as
shown below. (Do not use the
Display name: field.)

You may fill in complete or partial

x|
terena |
ey e [
Fust rime: '7 Lt e bred ,
Tk [ e
. I T E—
" T
ok i ]
o | o
x|
search |
Display mame: |
First name: Last name:

' b

names. R © cotane
X ] ol |
For Contacts find:
The Contacts Find screen will
appear. General |
You may fill in complete or partial Fré ”:mes e
names. fary
Continued on next page
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Using the Address Book in E-mail: Find Command, Continued

Find Procedure
(continued)

Version 1

Step Action
6 When done, click the OK button.
7 The results are listed. Note the T[—B:f"'"‘e o selert o Lt
Search Results in the Show
Names from the: box.
8 Double-click on the desired name to select it.
9 To find another address, select the desired list from the drop-down box

called Show Names from the: and follow the steps detailed above.
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