Outlook 2007: Editing Default Contact List

1. Open Outlook.
Select Tools, Address Book.

[ Inbox - Microsoft Outlook

i File Edit View Go Ioolsigctions Outlook Connector  He
{5 New ~ @L‘B i Send/Receive » B

Mail
T [ Address Book.. Ctrl=Shift=B
L5 Inbox i Organige

O Unread Mail Pereniiiiem——"" L,
L= Sent Items
(5] Deleted ltems (551)

Instant Search

Qut of Office Assistant...

Mail Folders

91 AN BA2i Bame A Fmntv "Deletad Ttams” Falder

Mailbox Cleanup...

2. From the Address Book, select Tools, Options.
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3. On the Addressing window, Show this
address list first, select All Contacts.

4. On the Addressing window, verify that
Contacts 1s listed first. If not, select
Contacts and use the arrow keys to move it

up to the first position. Select Apply and
it’s complete.
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Outlook 2010: Editing Default Contact List

Open Outlook.
From the Home tab, select Address Book.
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On the Addressing window, select Custom.

Addressing “
‘When sending e-mall, check address It this arder:

Verify that Contacts is listed first. If not, select Contacts ..MM

and use the arrow keys to move it up to the first G 4
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‘When opening the address book, show this sddress list first:
All Contacts -
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On the Addressing window, select the “When Opening...” drop down arrow.
Select All Contacts, OK.
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