Instructions for “clean-up” of  Contact and Address information in the Global Address List on Microsoft Exchange.

1. Open up your Outlook application and from the Tools pull down menu click on Address Book 
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2. You will see a list of all users in alphabetical order.  

From the Tools drop down menu, click on “Find” 
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3. In the dialog box enter the name of your department in the “Department” field. 

 This example highlights the Finance department.

Click “OK”
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4. You will see a list of all members from your department (ex: “Finance”) in alphabetical order
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5. Review this list for accuracy.  You can double click on any name and the contact information will appear on a separate dialog box, or simply view from left to right and on the main screen.

If there are names that should be deleted, added or information that should be changed please send a Track-it request to support or e-mail a note to support@cambridgema.gov.  

