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Advanced Functions

Module 3: Organising Contacts
Objectives:
At the completion of this lesson you will be able to: 
· Create a Contact List
· Manage Contacts
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Accessing the Contact List
You can access Contacts in Outlook 2010 by performing the following actions;
· Click the Contacts button on the Navigation Pane
· Select the Contact folder in the Folder List view of the Navigation Pane
· Use the Ctrl + 3 keyboard shortcut.
When you open Contacts, Outlook displays the contact list in the information viewer, as illustrated in Figure 1 below. The contact list contains names, phone numbers, and other important information about your business and personal associates, as well as colleagues that do not automatically appear in your address book. If you forget a contact’s name, you can search for them by their company, address details or by any other field listed in the contact information. 
[image: ]
[bookmark: _Ref346277882]Figure 1: The Contact List Screen


If you have more contacts stored in your folder than you can display at one time in the information viewer, you can click one of the alphanumeric tabs at the right of the information viewer to quickly scroll to the contacts beginning with that letter of the alphabet.

As in other Outlook folders, there are context-sensitive buttons on the Home tab of the Ribbon that are available only in Contacts. Table 3‑1 describes the functions of the most commonly used buttons.


	Button
	Name
	Function
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	New Contact
	Opens the New Contact window so that you can add a new contact address card. The drop-down arrow gives you access to the New windows for the other Outlook features.
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	Delete
	Deletes a contact
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	Move To Folder
	Moves your contacts to another folder
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	New Message to Contact
	Opens a New Message window addressed to the selected contact.
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	Meeting
	Create e new meeting request addressed to this contact
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	More
	The More button allows additional methods of communicating with the contact. The options are to assign a Task, create a Journal entry or to call the contact. If you have Office Communicator or Lync, or another 3rd party telephony product installed with Outlook, you will be able to place a call to the contact.
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	Categorize
	Organises your contacts into colour coded categories
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	Follow Up
	Allows you to flag a contact for follow up



[bookmark: _Ref380296033]Table 3‑1: The Contacts Toolbar Buttons
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Adding Contacts Manually
At the very least, your contact list should include names, email addresses and phone numbers, but the more inclusive you make your list; the more helpful it can be to you. To add contacts, type your data into the New Contact window, illustrated in Figure 2, selecting fields as appropriate to enter additional details.
[image: ]
[bookmark: _Ref345575530]Figure 2: The New Contact Window
When you enter all the information in the New Contact window and save it, Outlook stores each contact in the contact list as an address card. Address cards in the contact list simulate business cards in a rotary or card file.

The Contact window has a Ribbon of its own with five tabs containing the various commands, as seen in Figure 3 below.

[bookmark: _Ref380308069][image: ]
[bookmark: _Ref346277922]Figure 3: The Contact Window Ribbon


To add contacts manually:

1.	Open Contacts.
2.	On the Home tab of the Ribbon, click the New Contact button.
3.	In the New Contact window, complete all relevant fields with available information.
4.	On the Contact tab of the Ribbon, click the Save and Close button.
Or
4.	On the Contact tab of the Ribbon, click the Save and New button to add another contact.





In the following exercise, you will add contacts to your contact list manually.
	
		1.
	Using the shortcut bar open the Contacts folder
	The contact list appears in Address Cards view.

	 	2.
	On the Ribbon, click the New Contact button
	The New Contact window appears.

		3.
	In the Full Name text box, type Jeff Thompson
	

		4.
	In the Company text box, type ACME Wholesale
	

		5.
	In the Job title text box, type Marketing Rep
	

		6.
	In the E-mail text box, type jthompso@acmewhol.com
	

		7.
	In the Phone: Business text box, type 504-555-1612
	

		8.
	In the Address text box, type 222 Whooping Crane Hwy
New Orleans, LA 70110
	

		9.
	If the Check Address dialog box appears, use it to complete the address fields correctly and click OK.
	

		10.
	Make sure the This is the mailing address check box is selected
	

		11.
	On the Ribbon, click the Save and Close button
	The contact list reappears.

		12.
	At the right of the screen, click the t alphanumeric button
	The Jeff Thompson address card appears in the contact list.

		13.
	Using the information shown in Table 3‑3 (shown overleaf) as a guide, enter the first contact into your contact list
	

		14.
	With your mail partner, select one of the remaining contacts for you to enter into your contact list and the other for your partner to enter, and then add the entry
	



	
Full Name
	Job Title
	Company
	Business Address
	City
	County
	Post code
	Business Phone number

	Liz Wright
	Marketing Rep
	Kirk & Associates
	Flat 2,
24 Balls Pond Road
	London
	London
	N1 5TH
	020 7423 9636

	Lucy Walsh
	Consultant
	Kirk & Associates
	33 Brentwood Park Close,
Clapham
	London
	London
	NW3 2BN
	020 8742 3695

	Judy Kenning
	Friend
	JK Computer Services
	14 Royal Crescent
	Swindon
	Wilts.
	SN3 5RT
	01273 569369



[bookmark: _Ref374867595]Table 3‑3: Contact List Information
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Selecting and Editing an Address Card
Your contacts might change jobs, get new phone numbers, or give you additional information that you want to store in your contact list. You can edit information in your contact list directly on the address card or in the Contact window.


To select an address card:

1.	Click the desired card.

To edit an address card:

1.	Select the address card.
2.	On the address card, type the changes.
	or
2.	Double-click the address card.
3.	In the Contact window, type the changes.
4.	On the Ribbon, click the Save and Close button.





In the following exercise, you will edit address cards in your contact list.
	
		1.
	Open the Jeff Thompson contact.
	The address card is opened.

		2.
	Click between the H and the w in Hwy in the business address
	The insertion point appears between the H and the w in Hwy.

		3.
	Press BACKSPACE and then type Pk
	The business address is now 222 Whooping Crane Pkwy.

		4.
	Select the Beth Wright address card, and then double-click it
	The Beth Wright Contact window appears.

		5.
	In the Notes field at the bottom of the window, type Beth markets herbs and spices. 
	

		6.
	On the toolbar, click the Save and Close button
	The Contact window closes and the changes are saved.
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Transmitting and Adding Contacts with E-mail
If colleagues have someone listed in their contact lists who you would like to include in your list, too, your colleagues can e-mail the address card directly to you, just as you can e-mail similar cards to your colleagues. Then you can open the e-mail message and transfer the address card directly to your Contacts folder. Neither of you has to retype the information.


To transmit contacts via e-mail:

1.	Select the contact.
2.	From the Contacts tab on the Ribbon, click the Forward Contact button.
3. From the drop down menu click ‘As a Business Card’
4.	In the New Message window, address and send the message.

To add contacts from e-mail:

1.	Open the message with the address card.
2.	Double-click the address card icon attachment.
3.	On the contact screen click Save and Close.
4.	Open the Contacts folder to check the contact has been added successfully.

		



In the following exercise, you will transmit and add contacts to your contact list with e-mail.

		1.
	Make sure your contact list is open
	

		2.
	Open the contact you created (and your mail partner did not create)
	

		3.
	From the Contacts menu, choose Forward Contact  As a Business Card
	The New Message window appears with the address card as an icon in the message area.

		4.
	Address the new message to your partner, and then send it
	

		5.
	Check for new mail, and then open your partner’s message
	

		6.
	On your partner’s message, click the business card attachment
	The business card is selected.

		7.
	Drag and drop the business card attachment on the Contacts shortcut on the Navigation Pane
	The business card is copied to Contacts.
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Managing Contacts
Besides organizing your contact list alphabetically by contact name, Outlook lets you view it by company name, location, and category. For example, if you cannot remember the name of a contact but do remember that person’s workplace, you can view your contact list by company to find the contact. You can choose which fields you display and which you hide.

[bookmark: _Toc534342745][bookmark: _Toc250023385]Changing the Current View
Besides viewing address cards with one mailing address and a business and home phone number, you can change the Current View to display detailed address cards or a phone list that displays a contact with phone numbers but not addresses. You can group your contact list by company to find contacts whose name you forget.

When you change the Current View, you are applying a built-in filter. Table 3‑4 summarises the Contacts Current View filters.


	Name
	Function

	Business Cards
	Shows simple business card view

	Card
	Shows simple address cards for all contacts in the folder.

	Phone
	Lists all contacts. You can sort the contacts by first or last name, company, and so forth.

	List
	Shows details for all contacts in the folder



[bookmark: _Ref380397376]Table 3‑4: The Contacts Current View Filters



To change the Current View:

1.	On the Home tab of the Ribbon, find the Current View grouping
2.	Use the scroll buttons to find the appropriate view and select it





In the following exercise, you will change the Current View of your contact list.

		1.
	Click the Current View drop-down list arrow 
	The drop-down list appears.

		2.
	Select Phone
	The Phone view appears.



Customising Contact Views
In the Contacts folder, you can view your contacts by address cards, phone list, category, company, or location. In addition, with the Show Columns dialog box, shown in Figure 4 below, you can change information that appears in the Card, Phone or List view. You cannot customise the columns that appear in Business Card view.
[image: ]
[bookmark: _Ref345575795]Figure 4: The Show Columns Dialog Box




To show and hide fields:

1. From the Home tab of the Ribbon (in the Contacts window), find the Current View group. Click the More drop down menu and choose Manage Views.
2. In the Manage All Views dialog box, select the Card, Phone or List view and click the Modify button.
3. In the Advanced View Settings dialog box, click the Columns button
4. In the Show Columns dialog box, in the Available columns list box, select the field(s) you want to add to the view pane, and then choose Add.
or
5. In the Show Columns dialog box, in the Show these columns in this order: list box, select the field(s) you want to remove from the view pane, and then choose Remove.
6. If desired, choose New Column, and then create a new column.
7. If desired, in the Show these fields in this order: list, select a field and choose Move up or Move down.
8. Repeat step 4 as necessary to list the fields in the order you want them.
9. Choose OK
10. Choose OK
11. Choose OK





In the following exercise, you will show and hide columns.

		1.
	From the View tab of the Ribbon (in the Contacts window), click Current View and select the List option.
	The view is changed to the List view

		2.
	On the Ribbon, click View Settings. 
	The Advanced View Settings dialog box is displayed.

		3.
	Click the Columns button
	The Show Columns button is displayed

		4.
	In the Available fields list box, select Business Home Page
	

		3.
	Choose Add
	Business Home Page appears at the bottom in the Show these fields in this order: list box

		4.
	In the Show these fields in this order: list box, select Business Home Page
	

		5.
	Choose Move Up repeatedly until Business Home Page is below Business Phone in the list
	

		6.
	Choose OK
	The Show columns dialog box closes.

	7
	Choose OK
	The Advanced View Settings dialog box closes.

	8.
	Choose OK
	The address cards show the Business Fax number on each card for which such a number is available.
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 Assignment
	1.	Add one of the following contacts to your contact list and arrange with your e-mail partner for your partner to add the other contact:
	Dr. Kevin Tucker, Harley Street Clinic, 11 Harley Street, London, W1A 3RD , 020 7414 8888, 020 7414 5398
	Charles Simon, Presto Pasta, 42 James Street, London, SW1 5SA, 020 7423 9671, 020 7423 9612.
	2.	Send the contact you added in step 1 above to your e-mail partner.
	3.	Add the contact your e-mail partner sent you to your contact list.
	4.	Edit the business address of the Charles Simon contact to read Redland Drive.
	5.	Remove the field Business Home Page from the fields you display on your address cards. In the Show Fields dialog box, in the Show these fields in this order: list box, move Business Fax to the bottom of the list.
	6.	Change your contact list Current View to Card.
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