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Use the following steps to set the default address book in Microsoft Outlook to the Global Address List:
Example of Steps:
1. Open Outlook. 
2. Open the Address Book in one of the following ways:

· Click on the Address Book icon  [image: image6.png]


 on the formatting toolbar as shown below.
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·  Select Tools | Address Book.  
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3. Select Tools | Options.
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4. Under Show this Address List First, click the drop down arrow and select Global Address List.
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5. In the bottom frame, if applicable, select Public Folders, and click Remove. 
6. Click Add and select Global Address List.  
7. Click Add.
8. Click Close.

9. Click OK.

This document is posted on the ITCD Web site at:  
http://itcd.hq.nasa.gov/instructions.html
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