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Using CONTACTS in Outlook


Outlook has a built-in Address Book that is called CONTACTS.  Some of you have an additional Address Book that was added.  Using Contacts instead of the Address Book will allow you to:

· Print out your Contact information.

· Share Distribution Lists that have been created by you and others.

· Import Student Email Addresses from WinSchool into your Contacts.
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To see if you are currently using 

an Address Book:

1. Open Outlook.
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2. Click on TOOLS, then click SERVICES. 

3. Look at the “Services” window.  

· If you see PERSONAL ADDRESS BOOK listed, then you are currently using an Address Book.  Follow the steps on page 2 of this handout to import your Address Book entries into the CONTACTS.

· If you don’t see PERSONAL ADDRESS BOOK, then you don’t have a Personal Address Book, and you are ready to begin using your contacts (skip  page 2 of this handout).

· If you do see OUTLOOK ADDRESS BOOK listed, click the CANCEL button.
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· If you don’t see OUTLOOK ADDRESS BOOK listed, do the following:

a) Click on the ADD button. 
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Click once to highlight OUTLOOK ADDRESS BOOK.

c) Click OK.

d) You should now see OUTLOOK ADDRESS BOOK listed in the “Services” window.

e) Click OK.
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To import your Personal Address Book into the Contacts:

1. [image: image8.png]Contacts - Microsoft O

| Fie Edi View Favoites

Outlaok Shortcuts




Click on FILE, then click IMPORT and EXPORT.
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2. The “Import and Export Wizard” window appears.
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3. Click once on IMPORT FROM ANOTHER PROGRAM OR FILE.

4. Click NEXT.
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5. The “Import a File” window appears.
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6. Scroll down until you see PERSONAL ADDRESS BOOK.  Click it once to highlight it.

7. Click NEXT.
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The next “Import a File” window will ask you to select a DESTINATION FOLDER to send the Address Book entries to.

9. Make sure that CONTACTS is highlighted.

10. Click NEXT.

11. Your Personal Address Book entries have now been transferred to your CONTACTS (Outlook Address Book).

Using Contacts (Outlook Address Book):
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When you click on CONTACTS in the Outlook Shortcuts or the Folder List, your contacts will appear on the right side of the Outlook screen, in alphabetical order.
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Contacts that appear with a “two heads” icon indicate a Distribution List. 

· Contacts without this icon indicates a single contact entry.  You also see the email listed below the single contact entry.
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On the far right is the alphabet, to let you click on a letter for quick access.
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To Create a New SINGLE entry:
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Make sure that you are looking at Contacts.

2. Click on the NEW CONTACT icon.

3. An “Untitled – Contact” window appears.
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Enter the first and last name of the person.
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When you click in another white space, the “File As” space will fill with what Outlook thinks is a good filing name.  If you don’t like Outlook’s choice, click on the down arrow and see what other options you have.  Choose the one you want.
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Entering/Selecting an Email Address:
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For someone WITHIN DoDDS:

a) Click on the Address Book icon.
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Make sure you are looking at the Global Address List.  If not, click on the down arrow and select “Global Address List”.

c) Type in the name of the person you want.

d) Highlight the name of the person you want.

e) Click OK.

f) You should now see the name of the person you selected showing in the “E-mail” box.



g) Click the SAVE AND CLOSE button.

h) You’ll now see this entry in your Contacts.




· For someone OUTSDIE of DoDDS (parents of students, family, friends, etc.):
a) Enter the email address in the “E-mail” space.  You will have more space than is showing here, so don’t worry about entering a long email address.  Be careful to enter the email address EXACTLY as you got it.

b) Click in another white space in this contact window.

c) The address should now be underlined – this means that Outlook recognizes it as an email address.  

d) Click the SAVE AND CLOSE button.

e) You’ll now see this entry in your Contact list.

To Create a DISTRIBUTION LIST entry:

There are times that you need to send an email to a GROUP of people.  If this group is one that you would use on more than one occasion, it is advantageous to create a Distribution List so that you can send future emails to this same group of people that you have already created and saved.


1. Make sure that you are looking at Contacts.

2. Click on FILE. NEW, DISTRIBUTION LIST.


3.  An “Untitled – Distribution List” window will appear.
4. Enter a name for your Distribution List.
5. Click on the SELECT MEMBERS button.

6. The “Select Members” window will appear.

7. If the people you want are in the Global Address List, then make sure you are looking at the Global.  If the people you want are in your Contacts, then change to see the Contacts list.


8. Find the first person you want to add.  When their name is highlighted, click on the ADD button.

9. Their name will now appear in the box on the right.

10. Continue adding names until you have everyone you want.

11. Click OK.


12. You’ll now see all the people you selected listed for the Distribution List you’re creating.

13. If you’ve forgotten anyone, just click the SELECT MEMBERS button and add the person(s).

14. If you added someone that you shouldn’t have, click once on the person’s name, then click the REMOVE button.

15. Click the SAVE AND CLOSE button.

16. You’ll now see this Distribution List entry in your Contacts.  The “double head” reminds you that this is a GROUP entry.

To Make Changes to a SINGLE ENTRY:


1. Make sure that you are looking at Contacts.

2. Double-click the Contact Entry you want to modify.

3. That contact’s information will be shown to you. 


4. If you need to change the email address, enter the change in the “E-Mail” line.

5. Click the SAVE AND CLOSE button when you are finished with your modifications.

To Make Changes to a DISTRIBUTION LIST:

1. Make sure that you are looking at Contacts.

2. Double-click the Distribution List you want to modify.

3. The Distribution List will appear.  

4. To DELETE a person, click once on the person’s name to highlight, then click the X in the toolbar.

5. To ADD a person, click on the SELECT MEMBERS button and find the person.

6. Click the SAVE AND CLOSE button when you are finished with your modifications.

To Delete a Contact entry:
1. Make sure that you are looking at Contacts.

2. Click once on the contact you want to delete.  The contact name should now be highlighted.

3. Click once on the X in the toolbar.

4. The contact should be gone!

Sending a Message to someone in your Contacts:


FROM YOUR INBOX:

1. Click on the NEW button.

2. A new message window appears.

3. Click on the TO button.

4. Make sure that you are looking at your CONTACTS.  If not, click on the down arrow and find Contacts – it may be listed ABOVE the Global Address List.

5. Highlight on the left side of the window the contact you want, then click the TO button to add it to the “Message Recipients” window.

6. Click OK when you are done.

7. Add your subject, the message body, and send as usual!


FROM YOUR CONTACTS:

1. RIGHT-click on the Contact that you want to send a message to.

2. A menu appears.

3. Click on NEW MESSAGE TO CONTACT.

4. A new message window appears.

5. Add your subject, the message body, and send as usual!


Happy computing . . .

*Jan
NOTE: You may have a combination of people from outside DoDDS AND inside DoDDS in a Distribution List.





If you don’t see “Import and Export” immediately in the list, be patient – it will show up.
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