Addressing: Using Contacts Overview

Contents This publication contains the following topics:
Topic Subtopics
Contacts folder Opening Contacts

What Contacts looks like

Contact views

Resizing columns

Creating custom Contact folders

Adding Contacts In Contacts folder

From E-mails

From Address Book

Finding Contacts Find

Advanced Find

Using Contacts E-mailing Contacts
Applicable Outlook 2003 Client
usage
Important 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 Contacts: Contacts folder

Opening 1. Open Microsoft Outlook o ———
Contacts 2. Clch‘< on the Contacts 2| @pack @ | A[H]2] 7 | B
section button. e < | 03 X

Favorite Folders

L4 Inbox
L3 For Follow Up [11]

All Mai Folders

|4 Mail
ﬁ Calendar

S| Contacts
] T§<s

.| Notes

What Contacts Below is an image of the default Contacts. Contacts are shown in Address Card
looks like format.
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Continued on next page
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Using Contacts:

Contacts folder, continued

Contact views
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Using Contacts: Contacts folder, Continued

Resizing
Columns

Version 1

You can change the column widths by clicking the vertical bar between the contacts
and dragging them to where you want them. This will change ALL column widths.

Manual - Microsoft Qutlook
Fle Edit View Go Tools Actions Help Adobe FDF

igdNew - | & 3 X | ¥ 12 8- | SoFnd | @ Type a contact to find

My Contacts
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& By Location
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1 BBE Lang
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Business: (315) 666-5543 ‘
Mohile: (315) 599-4483
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E-mail: waters@bbbcompany,com

Business Home Page: http:/jwwm, bbbcompany,com
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Contacts folders: Creating custom Contact folders

About custom
Contact folders

New Contact
folder
procedure

Version 1

o Custom Contact folders can be used to keep separate Contacts for specific groups
or types of Contacts such as outside consultants.

® You must add custom Contacts in the Address Book if you wish the Address Book
to search those folders when looking for users.

e If you do not wish Outlook to automatically search specific folders, you may still
search them manually by specifying the folders.

Step

Action

1

Click the arrow next to the New >> Folder... on the Standard toolbar.

Bl Manual - Microsoft Outlook:
Ele Edt View Go Tools Actions Help Adobe

BENew |3 8 X | v B & -|Eprn

& Contact Crl+n

My Contacts I&I Distribution List Ctrl+Shift+L

81 contacts [L=_Folder. Cirl+Shift+£
85 Manual Mavigation Fane Shortout..

Result: The Create New Folder screen will pop-up.

x|

Bome:

|rrmtmd
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[ontact e =|

Select whewe Lo place Uhe fokder:

 Maker - Cindy =
= Calendsr

B 34 Contacts
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i 3 Incoming
L]
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1. Enter the new folder name in the Name: field.
2. Click the OK button when done.

The new folder will appear with the other folders under your Contacts.

My Cortacts
84 Contacts

84 Manua
&4 Consultants

CLirrent Vi
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Using Contacts: Adding Contacts

In Contacts You can add a new Contact directly into the Contacts folder.
folder
Step Action
1 Open the Contacts section.
2 Select Contacts folder to add new contact into.

3 In the Standard toolbar, click New.

Contacts - Microsoft Outloolk
Fle Edit Wiew Go Tools Actions Help Adobe FDF

s =]| & 23 X [ ¥ 28 - | SFind [ @ Type a contact to find

Contacts Contacts

My Contacts
84 Contacts

-oel

Result: The Untitled Contact screen will appear.

EE Untitled - Contact -0l x|
Fle Edit Wiew Insert Format Tools  Actions Help

Hsave andCose iy | & 0 | * & 5 5 - ,.;.! N
g

General l Details ] Activities I Certificates ] Al Figlds ]
E-mail.., jl @

Full Mame... ||
Display as: I

Job Hitle: I

Campany: | ‘Web page address: |

File as: I M address: |

Phone numbers

Business. . - || =l
Home... - | |
Business Fax... |w ||
Mobile, . v | |

Addresses

Business. .. A |

™ This is the mailing
address

El
Contacts,.. I Cateqorigs... I Private [
4 Fillin all fields as needed.
5 When complete, click the Save and Close button on the toolbar.
Continued on next page
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Using Contacts: Adding Contacts, Continued

From E-mails -

direct add
method

Version 1

Contacts can be added from an e-mail you have received or sent.

Step Action
1 Open the e-mail message.
2 Locate and highlight (or click once on) the e-mail name.
3 Right click and select Add to Contacts.
B Picnic news - Message (HTML)
Ble Edit \iew Insert Format Tools Act
“&Reply | LEReply to Al | 55 Forward | & 53 |
From:  Bill williz
To: Jilsters
Ce: .
Subject:  Picnic news PI’ODeI’tIES e
Send Options. .. —
| have good news! s
Thanks.
Eill Cut
4 Fill in all fields on the New Contact screen as needed.
5 When complete, click the Save and Close button on the toolbar.

Continued on next page
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Using Contacts: Adding Contacts, Continued

From E-mails -  Contacts can be added from an e-mail you have received or sent.

drag and drop

method Step Action
1 Locate and click on the e-mail you wish to create a Contact for.
2 Drag the entire e-mail and drop it on the Contacts section name.

Result: The Contact screen will appear populated with the e-mail
address, name and e-mail itself is included.

B Amy A Rose - Contact =10 x|
Fle Edit View Insert Format Tools Actions Help
Hsave and Close gy | & 0 | ¢ & 5 & -

General I Details I Activities ] Certificates ] All Fields ]

Full Mame. .. |§me E-mail... j aa@syr.edy g
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Companty: [ ~ Web page address: |
File as: [y = M sddress: |
Phons numbers
BUsiness. .. || =
jome.... - From: A
H4I—|I Sent: Mo:day, September 24, 2007 12:55
Business Fax... vl P
; To: Cindy
Mabile.. |l S‘l)lhjed: RE: help web page
Addresses
Yes, | finished h h link h b i
B || ol
™ This is the mailing
address
=
Contacts.. || Categories,.. | | Private [~
3 Fillin all fields on the New Contact screen as needed.
4 When complete, click the Save and Close button on the toolbar.
Continued on next page
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Using Contacts: Adding Contacts, Continued

From Address Contacts can be added directly from the Address Book.
Book

Step Action

1 Open the Address Book.

2 Locate and highlight (or click once on) the e-mail name.

3 Right click and select Add to Contacts.

4 Fill in all fields on the New Contact screen as needed.

5 When complete, click the Save and Close button on the toolbar.
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Using Contacts: Find

Basic Find
Procedure

Clear Find
Results

Version 1

Step Action
1 Click Tools >> Find >> Find on the Standard toolbar.
|Ioo|s | Aotions  Help Adobe POF
Send/Receive 3 - !
Find v 55 Fird N Cil+E
[ Address Book. .. Cirl+-Shift+B I—Aﬂmﬁr‘ld. .. Cil+Shift+F
% Crganize Find Public Folder...
2 In the Find menu bar which appears above your Contacts list:
1. Type the first or last name, or the company of the person for whom
you are looking in the Look for: text box.
2. Click on the down arrow next to the Search In button & select.
3. Click Find Now button in the Find menu bar.
|| Look for: |Barr | > Search In- [Contacts | Fird [Neow | Clear |
3 Results are displayed in the Contacts screen.
| Look for: Barr - Sei
‘Business: [Rch Ry X
E-mail barr @syr.edu :
k
4 To select a contact, double-click on the desired selection

Follow these steps to clear Find results:

Step Action
1 Click on the Clear button on the Find menu bar.
| Look for: Barr * Search In- Contacts Find Mow |Clear ‘
2 All Contacts will re-appear.
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Using Contacts: Advanced Find

Advanced Find
Procedure

Version 1

Step Action
1 Click Tools >> Find >> Advanced Find on the Standard toolbar.
|Ioo|s | fctionz  Help  Adobe PDF
'SLd[Rece\ve » -1
[ | Frd | v 2o Fnd Cul+E
C— 7
[ Address Book...  Ctrl+Shift+B | advanced Find...y Cirl+Shift+F
% Organize Find Public Folder. ..
2 The Advanced Find panel will appear.
3 Enter search information into the Advanced Find panel using any of
tabs and fields available as shown in the example below:
=lol x|
Ele Edit Wew Tools
Luukfur:ltuntacts ;I In: |Cuntacts Browse... |
Contacts IMUrs Choices I Advanced I
Search For the ward(s): ;I il
In: IF\Ie as field only LI MNew Search I
E-mail... I
Time: Inona LI Ianyt\me LI
When complete, click Find Now button.
4 Results are displayed at the bottom of the Advanced Find panel as
shown in the example below:
=loix|
Fle Edit WYiew Tools
Look For: [Contarts x| m: [contacts Browse...
Contacts | ore Cheies | Aance |
Search for the word(s: bart =l &l
In: ﬁe s field orlly =l Mew Search
E-mail... |
Tinie: [none =] [anytime =
[3) @)% Ful Name | Company |File s # [Bu: =
=] CBarr Barr, C (31
FEj E Barr Barr, E (31
5 To... Action

Select a contact shown

Double-click on the desired selection.

Perform another search

Click on the New Search button

Send an e-mail

Right-click on the contact and choose
New Message to Contact.
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Using Contacts: E-mailing Contacts

Contacts E- Step Action
mailing 1 Right-click on contact you wish to e-mail.
Procedure
Bar -
waters. il RS
E-rmail: jillwatarsimh.. ] |
Cpen
= Print

i Forward

|

MNew Appointrment with Conbgct

|-‘ 4 MNew Message to Contact

2 Click New Message to Contact.

3 The contact name and e-mail address will appear in a new e-mail.

E® Untitled - Message (HTML)
Fle Edt Wew Insert Format

=Hgend | =l & % | 0 T Attach a

Jill Waters (llvwaters@bbhb.com

[ |
[ |
1

|

Subject:
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