Using Shared Contacts in Outlook

Click the triangle next to Public Folders to open. Also open subfolders All Public Folders, Root270, and
hanover-ma.gov:
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Right-click on Hanover Contacts and select Add to Favorites...:
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Click the triangle next to Favorites to open:

Send

ceive F@er
x E -mail

—
'HaMI Contacts - Public Folders - chelsea.stevens@hanover-ma.go

Add

N5

Icrosoff

= @ Move ~ l%rh Forward Contact = ategorize = | Find a Contact =
%Meeting SE - &BMail Merge | 53 Share Contacts Y Follow Up = | [ Address Book
Mew MNew Contact MNew Delete Card — = .
Contact  Group Ttems = Ea Maore ~ 2 @ OneNote Iﬁ Open Shared Contacts E‘;‘j Private
Mew | Delete | Communicate | Current View | Actions | Share | Tags Find
<
a o
I SRS R D 1R |Search Hanover Contacts (Ctrl+E) P| Ab, - All <
&[5 Inbox
%) - - «| 103 | HH
Drafts A Community Services AL Hanowver = -
3 sent tems Community Services AA Hanover AA 2 &
@ Deleted Items b =4
=
ﬁ o — (781} 826-5000 1099 Work [781) 826-5000 %1098 Work - z
|89 Contacts §
e -
@ Journal o
[g Junk E-Mail i z
|o | Notes a o
[ Outbox h =
[f5) RsS Feeds ) &
-
DE}j Search Folders Abban, John Acorn, Jeffrey ] =
=
|85 Suggested Contacts John Abban Jeffrey Acorn k g
1> £ SyncIssues Hanover Police Department Hanover Fire Department | L]
Police Detective Firefighter
@ Tasks Police Department Fire Department m v
4 Public Folders - chelsea.stevens@hanover-ma.gov (781) 826-3814 Work (781) 826-3151 Work n =
D 4 Ea Favorites [781) 826-5000 x2027 Work [781) 826-5000 x3117 Work E
jabban@hanoverpolice.org jacorn@hanoverfiredept.com ap =
12| Hanover Contacts (275) =
4[] Al Public Folders \ 9 g
4[] Root270 r &
4[] hanover-ma.gov Alfis, Martin Allen, Dana c
5 Hanover Contacts e =
Iﬁ Martin Alfis Dana Allen t
Hanover Fire Department Hanaower Fire Department
Fire Captain Firefighter uv
= ) Fire Department Fire Department w
| Folder List
[781) 826-3151 Work [781) 826-3151 Waork X
3 [781) 826-5000 x3123 Work [781) 526-5000 x3134 Work
Calendar malfis@hanoverfiredept.com dallen@hanoverfiredept.com y
Contacts z
= k] @ - =

Items: 276  Unread: 276

All folders are up to date.

@ Online

0 =5

100% (=—U—(3)




Right-click Hanover Contacts (or whatever name you entered) and select Properties:
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Click on tab Outlook Address Book, check Show this folder as an e-mail Address Book, and click OK:
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Hanover Contacts Properties.

Outiook Address Book | Summary | Synchronization
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Now select your default Contact folder. Click Address Book:
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Select radio button Start with contact folders. From dropdown menu When opening the address book,
show this address list first, select Hanover Contacts (or whatever name you entered earlier). Click OK:

e

When sending e-mail, check address lists in this order:

() Start with Global Address List
[ (@) Start with contact folders ]

() Custom
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When opening the address book, show this address list first:
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That’s it! Please be patient when you type an entry in the To field when composing email. It could take
30 seconds or more to search the new Contact folder. It is sometimes quicker to click the To... button
and select from the list. Outlook will learn as you go. Tip: If you want Outlook to forget an obsolete
entry, click the X that appears as you hover over a name in the popup list:
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