












































	 Home
	 Add Document
	 Sign In
	 Create An Account
































Quick Reference Card. Share contacts in Outlook









Share your Office 365 contacts Quick Reference Card
$POOFDU0VUMPPLUPZPVS0GGJDFNBJMCPY You need to connect before you can share Office 365 co... 




Author:
Leslie Stokes 




 13 downloads
 0 Views
207KB Size



 Report







 Download PDF 






















































Recommend Documents














Quick Reference Card - Basic 













 









Quick Reference Card 













 









Windows 7 Quick Reference Card 













 









Language Tools Quick Reference Card 













 









ProSystem fx Tax 2013 Quick Reference Card 













 









Quick Reference Card Business Objects Infoview 













 









Prince William County ARES Quick Reference Card 













 









Quick Reference Card Innotas Time Entry 













 









PowerTeacher: Seating Charts Quick Reference Card 













 









EndNote Web. Quick Reference Card THOMSON SCIENTIFIC 













 









ARM Instruction Set Quick Reference Card 













 









OpenCL TM API 1.0 Quick Reference Card 













 









Quick Reference Card Business Objects Infoview 













 









Quick Reference Card. Come si chiama? 













 









Citrix ICA DOS Client Quick Reference Card 













 









Outlook Contacts & Calendar Synchronization 













 









Quick Reference QUICK REFERENCE. KIU November 













 









Communication Tools. Quick Reference Card. Communication Tools. Mailing Labels 













 









PowerSchool Administration & Management Quick Reference Card SIS Management Cycle 













 









Quick-Reference 













 









Quick-Reference 













 









Share Futures Reference Manual 













 









Outlook 2007 with Exchange- and Contacts 













 









Graphics Card. Software Reference 













 
















Share your Office 365 contacts Quick Reference Card



$POOFDU0VUMPPLUPZPVS0GGJDFNBJMCPY You need to connect before you can share Office 365 contacts in your Outlook 2007 or 2010 desktop program. If you've already done this, or you've run the Office 365 desktop setup, you can skip to the next section. 1. In Windows 7, click Start > Control Panel. 2. In the Search Control Panel box, type "mail" and press Enter. 3. Click the Mail icon, then E-mail Accounts > New. 4. On the first page of the wizard, click Next. If the first page of the wizard shows an account in the E-Mail Address box, clear the field. 5. Under E-mail Account, type your name, your Office 365 email address, and your password twice, and then click Next. 6. After Windows connects to your Office 365 mailbox, click Finish.



Share contacts in O utlook



Share contacts in Outlook



Everyone with an Office 365 account has a mailbox. When you share Office 365 contacts in Outlook, you share just the contacts in your mailbox with selected people. You're not adding contacts to a global address list. Also, the people you share your contacts with can't change those contacts unless you give them permission, so here's how you share and grant permissions. 1. In Outlook, open the contacts folder you want to share and click Home > Share Contacts. 2. In the To line of the sharing message, enter the Office 365 email addresses of the people you want to contacts share with. Optionally, click Request permission to view recipient's Contacts folder if you'd like your recipients to share contacts with you. 3. Click Send, and in the confirmation box, click Yes.



Open shared contacts in Outlook O pen shared contact si n O utlook 1. If you're in Office 365 when you receive a sharing mail, start Outlook and open the sharing message there. 2. Click Share > Open this Contacts folder. The contacts live in a separate folder, and the folder name tells you who shared them.



Grant perm issions change contact s you share Grant permissions toto change thethe contacts you share 1. In Outlook, click Contacts, then the folder where you want to change permissions. 2. Click Folder > Folder Permissions. 3. Do one of the following: Revoke or change access permissions for everyone 1. On the Permissions tab, in the Name box, click Default. Under Permissions, in the Permission Level list, click None to revoke permissions, or select an option from the list to change permissions.



Revoke or change access permissions for one person 1. On the Permissions tab, in the Name box, click the name of the person whose access permissions you want to change. 2. Under Permissions, in the Permission Level list, click None to revoke permissions, or choose an option from the list to change permissions.



3. Repeat for each person whose access permissions you want to modify.



Add contacts to a globaladdress listm anually Add contacts to a global address list manually Everyone on an Office 365 site can see the contacts in a global address list, so if you have some private contacts, just share them with Outlook as described above. If you want to import a large number of contacts into a global address list, see the next section. Also, you need recipient management permissions to add contacts this way, so contact your admin if you need them. 1. Sign in to Office 365 with an administrator account, and go to the Admin page. 2. Do one of the following: • In Office 365 for professionals and small businesses, under Outlook, click Settings. • In Office 365 for enterprises, under Exchange, click Manage. The Exchange Control Panel opens. 3. Click Users & Groups > External Contact > New. 4. In the New External Contact window, enter all required information and click Save. 5. To add more information about a contact, in the External Contacts list, double-click the contact, add the information and click Save.



GiveRecipient Recipient M anagem ent perm issions Give Management permissions 1. Do one of the following: • In Office 365 for professionals and small businesses, under Outlook, click Settings. • In Office 365 for enterprises, under Exchange, click Manage. The Exchange Control Panel opens. 2. In the left-hand pane, click Roles & Auditing.



3. Double-click Recipient Management.



4. Under Members, click Add.



5. Click the person you want to grant permissions > Add > OK. 6. Click Save.



Im porcontacts tcontactinto s intaoglobal a global addres s list Import address list To add a lot of to a global address list, you need a tool called Windows PowerShell. If you're familiar with MS-DOS or other command-line style operating systems, you should be comfortable with PowerShell. You type commands at a prompt and press



Enter to run them. If you're new to PowerShell, don't worry, you can copy and paste part or all of each command, and we explain what each command does. Export contacts Start by exporting contacts from your mail system as a comma-separated value (CSV) file. Most mail systems have an export command or tool. These steps show you how to export contacts from Outlook. 1. Start Outlook and click File > Open > Import (yes, Import, don't worry). 2. Click Export to a file > Next.



3. Click Comma Separated Values (Windows) > Next. You can also use a DOS file, but Windows CSV files are more common.



4. Click the contacts folder you want to export and click Next.



5. Click Browse, and select a location and name for your contacts file. We recommend naming the file ExternalContacts.csv and placing the file on your C drive because it's easier to find it when you run PowerShell. But if you prefer another name and location, steps later on explain how to enter your file name and change directories to that location. 6. Click Next, then Finish. Add a Names column to your exported contacts 1. Open your exported contacts in Excel. If you exported from Outlook, you'll see fields with data, and some without. To make the file easier to use, delete the empty fields. Just right-click the column header and click Delete. 2. Do the same for the E-mail Type and Web Page fields. Office 365 contacts only store that data in Notes fields. 3. Right-click the Column A header and click Insert. That creates a new first column in the workbook. 4. In cell A1, enter Name. 5. In cell A2, enter this formula: =CONCATENATE(B2," ",C2)



This combines the values in the First Name and Last Name columns, and places a space between each first and last name. If your first and last names are in columns other than B and C, use those columns in the formula instead. 6. Click the lower-right corner of cell A2 and drag the formula down column A until you've created full names for all your contacts. 7. Save the file. When asked if you want to save in the CSV file format, click Yes. Change the field names in your exported contacts 1. In row 1 of the workbook, change the column names as shown in the table below. If you exported from a system other than Outlook, you may see different column names in your workbook, but they should be equivalent to the ones you see listed here. Change them to match the names listed in the right-hand column. CHANGE THIS NAME



TO THIS NAME



Name



Name



First Name



FirstName



Last Name



LastName



Company



Company



Job Title



Title



Business Street



StreetAddress



Business City



City



Business State



StateOrProvince



Business Postal Code



PostalCode



Business Country/Region



CountryOrRegion



Business Fax



Fax



Business Phone



Phone



E-mail Address



ExternalEmailAddress



E-mail Display Name



DisplayName



2. Save your changes and close the workbook. When you close, Excel will ask if you want to save your changes again. Click Don't Save. Clicking Save saves your workbook in another file format. Download PowerShell If you have Windows 7 or Windows Server 2008 R2, you already have PowerShell. If not, download and install PowerShell. Start PowerShell 1. In Windows, click Start > All Programs > Accessories > Windows PowerShell. 2. Right-click the Windows PowerShell command and click Run as Administrator. You can't complete these steps unless you do this. 3. The PowerShell window opens and shows you a prompt:



4. Keep going to run the commands as shown in the next section. Copy, paste, and run a set of commands To run commands in PowerShell, you copy a command, right-click the PowerShell window twice, then press Enter. The first right-click puts the focus on the window, the second pastes the command, and Enter runs it. You don't have to click at the place where you want to paste a command; the second click puts it at the prompt. Remember, to add or delete text in a command, use your arrow keys to move the insertion point. Connect Outlook to Office 365 These commands log you in to your Office 365 account and let Outlook talk to it. Run them in the order listed. 1. $LiveCred = Get-Credential In the Windows Power Shell Credential Request box, enter your Office 365 email address and password. 2. $Session = New-PSSession -ConfigurationName Microsoft.Exchange -ConnectionUri https://ps.outlook.com /powershell/ -Credential $LiveCred -Authentication Basic –AllowRedirection



.



You'll see yellow warning text after the command finishes. That's normal.



3. Import-PSSession $Session You'll see a list of what changed. That's normal, too.



Import your CSV file 1. If you followed the steps above to export a set of contacts, you have a CSV file named ExternalContacts.csv on drive C. At the PowerShell prompt, click cd c:\ and press Enter. Now PowerShell can find your file. If you placed your CSV file somewhere other than drive C, at the prompt, type cd \folder name\folder name until you've entered the full path to the folder that has your CSV file, then press Enter. For example, if you put the CSV file on your desktop, you'd type cd \users\your user name\desktop and press Enter. 2. Once the PowerShell prompt shows the path to your CSV file, copy and paste this command, but don't run it yet: Import-Csv ExternalContacts.csv|%{New-MailContact -Name $_.Name -DisplayName $_.DisplayName -ExternalEmailAddress $_.ExternalEmailAddress -FirstName



$_.FirstName -LastName $_.LastName}



This command adds the required fields for each contact. Make sure the command uses the name of your CSV file. If you followed the steps, "ExternalContacts.csv" works just fine. Otherwise, change it. And to do that, you move the cursor around with your arrow keys. When you're done, press Enter to run the command. If you're curious, Import-Csv is the name of the command, and it's followed by the name of your CSV file. In the rest of the command, items preceded by a dash are the column names in your CSV file, and Items preceded by a $_ are the required fields in the blank Office 365 contacts form. And yes, the column names have to match the names of the required fields. Now add details To add details, run these commands in the order listed. Again, the columns listed in this example are from contacts exported from Outlook. If you used another system, change the column names each dash – to match the ones listed in the right-hand column of the table above. First run: $Contacts = Import-CSV externalcontacts.csv



If you're CSV file has another name, replace "externalcontacts.csv" with your file name. Then run: $contacts | ForEach {Set-Contact $_.Name -StreetAddress $_.StreetAddress -City $_.City -StateorProvince $_.StateorProvince -PostalCode $_.PostalCode -CountryOrRegion $_.CountryOrRegion -Phone $_.Phone -Company $_.Company -Fax $_.Fax}



PowerShell won't display a result with either command, so open your address book in Office 365. Disconnect Outlook from Office 365 Finally, after you're done importing contacts and details, copy, paste, and run: Remove-PSSession $Session



Syncaalist listofof contactsininSharePoint SharePoint withOutlook O utlook Sync contacts with If your Office 365 subscription includes SharePoint, you can synchronize a list of contacts on your Team Site with Outlook. When you change a contact in one place, your change appears in the other. 1. Sign in to Office 365 for Enterprises, and on the header click Team Sites to open SharePoint. 2. In SharePoint, open your contacts list. The list may appear in the left pane under Lists, or you may need to click Site Actions > View All Site Content > Contacts. 3. In the Contacts list, click List > Connect to Outlook. The team site contacts list appears in Outlook. If the contacts don't appear in Outlook, you may not be a team site member. Your admin can make you a team site member by following these steps: If the person isn't a team site member 1. Click Site Actions > Site Settings > Site permissions. 2. Click Team Site Members > New. 3. Under Users/Groups, enter the email alias (the part before the @ symbol) and click the Check Names icon.



4. Click OK.



Contact Contactfields fieldsreference reference Contacts in Outlook can store a lot more information than contacts in Office 365. This table lists all the contact fields you can import into Office 365 from an Outlook contact. The right-hand column also lists the Office 365 field names you need to use as the column names in your CSV files, as well as in PowerShell when you import contacts. FIELDS IN AN OUTLOOK CONTACT



EQUIVALENT FIELDS IN AN OFFICE 365 CONTACT (SPELLED FOR USE IN POWERSHELL) Name



First Name



FirstName



Middle Name



Initial



Last Name



LastName



Company



Company



Department



Department



Job Title



Title



Business Street



StreetAddress



Business City



City



Business State



StateOrProvince



Business Postal Code



PostalCode



Business Country/Region



CountryOrRegion



Business Fax



Fax



Business Phone



Phone



Home Phone



HomePhone



Mobile Phone



Mobile



E-mail Address



ExternalEmailAddress



E-mail Type



Type



E-mail Display Name



DisplayName



Manager's Name



Manager



Notes



Notes



Office Location



Office



This sample command adds the required fields to your contacts: Import-Csv ExternalContacts.csv|%{New-MailContact -Name $_.Name -DisplayName $_.DisplayName -ExternalEmailAddress $_.ExternalEmailAddress -FirstName $_.FirstName -LastName $_.LastName}



If you've been really ambitious and filled in all the fields in your Outlook contacts, this command imports all the available details into Office 365: Just make sure you run this one first: $Contacts = Import-CSV externalcontacts.csv $contacts | ForEach {Set-Contact $_.Name –Initial $_.Initial –Company $_.Company –Department $_.Department –Title $_.Title -StreetAddress $_.StreetAddress -City $_.City -StateorProvince $_.StateorProvince -PostalCode $_.PostalCode -CountryOrRegion $_.CountryOrRegion –Fax $_.Fax -Phone $_.Phone –HomePhone $_.HomePhone –Mobile $_.Mobile –Type $_.Type –Manager $_.Manager –Notes $_.Notes –Office $_.Office}



Original Page: /en-us/outlook-help/quick-reference-card-RZ102923397.aspx?section=7



© 2013 Microsoft Corporation. All rights reserved.
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