February 2007 Article
Filing Contacts in Outlook

Can't Remember the Contact's Name?

How many times have you looked for someone in your Outlook Contacts and wish you
could see the company name as well as the individual? There's a method of filing your
Contacts that allows you to see both names.

Think about those times when a vendor changes their contact person and all you can
remember is the company name, not who your current rep is with that company. This
filing feature within Outlook may help you find contacts easier.

To file a contact so that the company name and the individual's name appear together,
here are the steps:

1. Open the contact record by double-clicking on it.

2. Click the down arrow after the File As field (just below Company):
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3. The last two choices in this list allow you to file the contact by their last name
(with company name below it) or by company name (with the individual's name

below it).

4. Once you close out of your contact, you'll see both the individual's name and
the company name (shown below):

 Crowther Consulting Corporation |
 Crowther, Eric R.

{10573 W, Pico Blvd,

#245

iLos Angeles, CA S0064

Business: {3100 390-9650
EEusiness Fax: (310} 390-8442
E-mail: erici@crowther, com
Galt, John

Atlas Engineering Corporation

555 Dalores Street
San Francisco, A 994117

Business: (415)555-1212

In the first example, | filed by the Company name first; in the second example, 1 filed
by the individual's name first.

Dodje Edelstein is the owner of Legal Information Systems Training (LIST), which specializes in helping
you get the most from the software you have. She provides customized legal-specific training and
support services for document processing, e-mail and document management software. Dodie can be
reached through E-Mail at dodiemail@comcast.net, by telephone at 707-776-4695 and on her web page

at www.aboutlist.com.
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