Default Your Outlook 2016 Address Book to the Global Address List

You will find that your Outlook address book defaults to the Offline List. You will need to set the default to the Global
Address List.
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‘The Address Book selection is set to the
Offline Global Address List

Lt Address Book: Offline Global Address List
File Edit Tools
Search: @ Mame only () More columns  Address Book
| Go Offline Global Address List - Katherine.Rot - Advanced Find il
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| MName Title Business Phone Location |
u
& Abair, Faith &02-652-6831 AHS - DCF ESD
& Abare, Douglas G02-528-1714 AHS - DMH VPCH
& Abatiell, Nicholas Correctional OfficerI 302-885-9820 AHS - DOCS5CF <1l
; Abbey, Marc Correctional Officer 1 502-334-3364 AHS - DOC NSCF
& Abbiati, Gloria B02-5258-3497 DHR - Classificatio :
& Abbott, Karen Ed Grants Monitor 3024791160 ADE
& Abbott, Larry Jup b
& Abdella, Morman AOT Aide 8028282680 AQT - OPS District
a Abdo, Abe Program Technician I 802-241-0697 AHS - DCF ESD
& Abell, Dustin Law Enforcement 802-372-4482 DP3 - Grand Isle C
& Aberle, Sarah TEMP &02-241-0265 AHS - DVHA Admir
a Abizaid, Carol &02-257-2888 AHS - DCF F3D
a Aborjaily, Amerin 502-522-4305 DHR - Legal Srvcs
& Abraham, Joseph &02-241-5269 DPs - CJ5 VFL
& Abrahamson, Brian &02-863-7665 BGS

Click Tools

L4 Address mhm

File Edit ETooIs

lick Options

Search: (i Find... Ctrl+Shift+F  |ass Bool
Options... 4 |- Global Address List - Katherine.Rot Advanced Find
| MName Title Business Phone Location |
A 9393 D . Albages
& Abair, Faith 8026526831 AHS - DCF ESD |:|
& Abare, Douglas 302-828-1714 AHS - DMH VPCH
& Abatiell, Nicholas Correctional OfficerI 802-885-9820 AHS - DOC 55CF
& Abbey, Marc Correctional Officer1 802-334-3364 AHS - DOC NSCF
& Abbiati, Gloria 802-825-3497 DHR - Classificatio
& Abbott, Karen Ed Grants Monitor 802-479-1160 ADE
& Abbott, Larry o
& Abdella, Norman AOQT Aide 8025252630 AQT - OPS District
a Abdo, Abe Program Technician I 802-241-0697 AHS - DCF ESD
& Abell, Dustin Law Enforcement 802-372-4452 DPS - Grand Isle C!
& Aberle, Sarah TEMP 802-241-0265 AHS - DVHA Admir
& Abizaid, Carol 802-257-2358 AHS - DCF FSD
a Aborjaily, Amerin 802-522-4303 DHR - Legal Srves
& Abraham, Joseph 302-241-5269 DPS - CISVFL
& Abrahamson, Brian 802-863-7665 BGS
& Abrams, lill AssistantAttorneTGeneral 802-528-1106 AGO - Consumer 7
4 [ +

(kr) U:\CAO\RIS\Documenation\Office 365\Default Your Outlook 2016 Address Book to Global Address List (05/2016) Page 1 of 2



[l Address Book: Offline Global Address List
File Edit Tools
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Addressing

When sending e-mail, check address lists in this_gss

Contacts 02-828-3497

02-479-1160

028282680

02-241-0697
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02-241-0265
02207 2888
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When opening the address book, sh
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() Start with Global Address Li o
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Start with contggd 02-8253-1714
Custom 02-585-9520 .
Offline Global Address List . 02-334-3364 Click Add...

02-522-4308
02-241-5269
02-863-7665
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Click Global Address List

Addressing

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

() Start with Global Address List
(7) Start with contact folders

@ Custom
Offline Global Address List
Global Address List 1
Contacts

A
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When opening the address book, show this address list first:
Global Address List

// NOte:
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xcck Add
Click Close

Global Address List has been
added

Click the down arrow
Select Global Address List

Ll Address Book: Global Address List
File Edit Tools

Search: (@ Mame only () Mare columns  Address Book

Go

Global Address List - Katherine. Rotondi@vikd

(=]

lose this window

Adyvanced Find

[ name Title

Business Phone

Try it with a new email

Location |

802-524-5993
802-652-6831
802-825-1714
802-835-9820
&02-334-3364
&02-625-3497
802-479-1160

& Abair, Faith

& Abare, Douglas
& Abatiell, Nicholas
& Abbey, Marc

& Abbiati, Gloria
& Abbott, Karen

Correctional Officer I
Correctional Officer 1

Ed Grants Monitor
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