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Setting up initial access to NEW school contact groups

1 Open Microsoft Outlook uz

Mail Calendar PeopIeB

2 Click « = « near the bottom left corner
e
Navigation Options...
V| Tasks
3 Select Folders Notes

Folders |

|
|Z| Shortcuts




On left side, scroll all the way down to 4 Public Folders

Public Folders 41 All Public Folders
4 [T HCPS Public Folders
Click the arrows to expand the following
4 => Public Folders il
=> All Public Folders + Fairfield M5
=> HCPS Public Folders  Fairoaks ES

=> Holman MS |::>1 = Freeman HS
=> Holman Faculty CC

[ Freeman Contacts

- Colonial Trail ES -

= - S Window
& Crestview ES e Open in New Window
4 Davis ES New Folder...

4 Deep Run HS

Locate and right-click on your school’s

4 Donahoe ES

Contact list & Durmbarton S Copy Folder
5 4 Echo Lake ES
o Elko MS
Select Properties... S , .
4 Fairfield M5 Add to Favorites..,

(may take a second to open) 4 Fairoaks ES

a
+_F'reeman HS Properties...
E Freeman Contacts

Freeman Contacts Properties ~ 74 &

General | Home Page | Outlook Address Book | Permissions |

Click the Outlook Address Book tab

| Show this folder as an e-mail Address Book
Name of the address book:
Freeman Contacts

Check the box to “Show this folder as an
e-mail Address Book”

Click OK {

\_‘I>[ oK cancel | [ Apply

£

Note: if you are not able to complete the above steps, then you do not have the correct permissions
access to this school’s contact groups. If you are assigned to this school and cannot access your school’s
contacts folder by following the above steps, please contact your ITRT.



Making this contact folder your default Address Book

Return to the Mail screen

| &= ad

Mail| Calendar People -

Select the HOME tab

Look at the top of the window and to the
far right - select Address Book

SEND / RECEIVE

FILE HOME

— ,._|':.'_'j (T Ignore x .Siarch People | P4
o 7 Clean Up~ | E2 Address Book <
Delete

New  New
Email Items~ &5 Junk - Y Filter Email = N
Mew Delete Find

Click Tools menu

Select Options...

-
Lt Address Book: Global Address Li

File Edit I Tools

Search: [ Find...
QOptions...

—V

Ctrl+ Shift+F

10

At the bottom of this window, click the
dropdown that appears menu below
“When opening the address book, show
this address list first:”

Click — Custom & Select the school
contact folder that you just added to your
address book:

Holman Faculty CC

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

|-
() start with Global Address List I
() start with contact folders

@ Custom

Offline Global Address List -

1516 D5F Contacts T |
Global Address List

2]

[ Add.

] [ Remove ] [ Properties ]

When opening the address book, show this address list first:
Freeman Contacts * E
Choose automatically
Outlook Address Book
1415 DSF Contacts
1516 D5F Contacts
— Contacts

" _Freeman Contacts
Freeman Contacts *




11

Click OK and close the window

‘When opening the address book, show this address list first:

Freeman Contacts * -

|/> ok || caneel

Using these contact groups to send / forward email

FILE HOME SEND / RECEIVE
E] o (G Ignore x
. “’E 7 Clean Up~
12 To use this newly-added Address Book, New = New Delete
click New Email Email Items - &oJunk~
New Delete
Click the To... (or Cc... / Bcc...) button :> To.. ||
13 - Cc...
If you are emailing All Faculty & Staff, then R
you should use the Bcc.. Bec...
, . Select Names: Freeman Contacts * [ s |
Your school’s address book should display S o) (e [,.mw ]
aS the default. Go Freeman Contadts * - jkciokan@henrico.kl + Advanced Find
Name Display Name E-mail Address
L T -
&% 1516 DSF Admin + Admin Aide... 1516 DSF Admin + Admin Aides *
Highlight any of the contact groups that £ oo M Tachers® 161803 Al e
2% 1516 DSF Business + Marketing * 1516 DSF Business + Marketing * =
are available for your school. 1546 Déh chk « SapportSa_ 1504 DS# e+ uppoet Sl I
14 % 1516 DSF Connects * 1516 DSF Connects *

To select group, double-click or highlight
the group and click To/Cc/Bcc

Click OK

4% 1516 DSF hairs™ 1516 DSF hairs * |
4% 1516 DSF English * 1516 DSF English =
4% 1516 DSF Exceptional Ed * 1516 DSF Exceptional Ed *

4% 1516 DSF Fine Arts * 1516 DSF Fine Arts *

27 1516 DSF Health, PE = Drivers ... 1516 DSF Health, PE + Drivers Ed *
2% 1516 DSF Assistan... 1516 DSF Assistants *
2% 1516 DSF Leadership Team * 1516 DSF Leadership Team *

el it »

T |

Co->

| B |

5 i)

You can now safely delete the old contact card shared with you under the people tab




Optional: Erase old/corrupt contact groups

NOTE - If you have corrupt group/names in your auto-complete “memory”, then you may want to delete
them from the Outlook cache. This can be done in two ways.

Method 1 (safer but slower) - Manually remove a corrupt group/name

S+ 4 s U
MESSAGE INSERT CQPTIOMS FORMAT TEXT REVIEW
Click in the To: line of an » Cut T SR =R I_ g.i é;". mJ
email 1 Copy @
. . B I U 3. A — — —  i= 5= Address Check Attacl
1 ¥ Format Painter - 7 Book Mames File
Start typing the name of sboard 5 Basic Text Names
the group/person
To... |an
Click the “X” next to the |: Andrea M. Lund (amlund) <amlund@henrico.k12.va.us> KE
Corrupt group/name I: Annette M. Marchioli (ammarchioli) <ammarchicli@henrico.kl2. va.us>
= Anne G. Fano (agfanco) <agfanc@henrico.kd 2. va.us>
subject I: Andrew R. Neiburg (armeiburg) <arneiburg@henrico.kl2.va.us>
To email someone not
saved in your
Auto-Complete list:
p FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
Type their name in the To: <2y JbCut A A= E
2| line of an email Paste B COPY Brul®.-a.l===
- ~ Format Painter :
Click Check Names in the Clipboard ] Basic Text
ribbon under the Message
tab

hod 2 (quick but painful) - Clear ALL stored contacts (includes groups and individuals)

1 Open Microsoft Outlook uz

2 Click File

HOME SEND / RECEIVE




Click Options

©

Info

Open & Export
Save As

Save Attachments

Print

Office Account

Options

Exit

Click Mail

Outlook Opticns

General
Mail
Calendar
People

Tasks

Scroll down to the “Send
Messages” section

Click Empty
Auto-Complete List

Send messages

=7 Default Importance level: ', Normal[Zl
Default Sensitivity level: ~ |Normal Iz‘
["] Mark messages as expired after this many days: |0
[T] Always use the default account when composing new messages
[] Commas can be used to separate multiple message recipients
Autematic name checking
Delete meeting requests and notifications from Inbox after responding
[¥] CTRL + ENTER sends a message

[¥] Use Aute-Complete List to suggest names when typing in the Te, Cc,
and Bec lines

Empty Auto-Complete List

[] Warn me when I send a message that may be missing an attachment
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