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Document Description: This document goes through using the Global Address List (GAL) in
Outlook 2007.

For user by: All staff on the Exchange email server using Outlook 2007.

1. Background

These instructions are to illustrate how to access the Global Address List (GAL) for those
using Outlook 2007.

The Global Address List or GAL is a University of Sydney (USYD) wide address book. It can

be used to search for the email addresses, phone numbers, titles and locations of all staff
members on the USYD campus.

NOTE: Outlook 2007 has to be open to see the GAL.
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2. Accessing the Global Address list (GAL)

2.1.The following methods can be used to open the GAL:
2.1.1.Click on the Address Book icon on the Outlook Toolbar, as seen in the picture below.
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2.1.2.Click on Tools and Address Book.
2.1.3.Use the shortcut keys on your keyboard (CTRL, Shift and B)
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2.1.4.Click on New message and then the To... button.
2.1.5.Use the shortcut keys on your keyboard (CTRL and N)
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3. Viewing and Interpreting the GAL
Below is how the GAL appears in Outlook 2007:

[E% 5ddress Book: Global fiddress List Q@@
File Edit Tools

search: (®)Mameonly () More columns  Address Book

| Global Address Lisk W Advanced Find

Marme Title Business Phone Locatic

A
£ _Planning Support All Staff
&, _Summer School All Staff

& *F11 Chemistry KEEPad set BLUE
& * F11 Chemistry KEEPad set GREEM
& *F11 Chemistry KEEPad set RED

8 * 512 Audiovisual Services KEEP. .,
8 * 512 Audiovisual Services KEEP. .,
g *HO4 Merewether KEEPad set B, .,
8 * HO4 Merewether KEEPad set G,
& *HO4 Merewether KEEPad set O, .,
& *HO04 Merewether KEEPad set PLL.,
8 * HO4 Merewether KEEPad set ¥,
8 *414 - RMS Training Room

& *A15 - Pharmacy Classroomn AP ..,
& *a15 - Pharmacy Classroom Bad. ..

& *A15 - Pharmacy Classroom Bad. .. hd
L4
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3.1. Entries that are bold, have a picture of two people and have an underscore in the GAL are known
as Distribution Lists.
These are used to send an email to a number of users at once, i.e.: When it is required that a
department be emailed you can just select the distribution list instead of individually selecting all
the members of that department. (7ype the first name in the Name box to search for a user,

distribution list or resource).

Select MNames: All Groups @

Search: (®)Name only () Mare columns Address Book
w Advanced Find

Mame Title: Business Phone Locatic

2 _Agriculture All Staff 2

& _Planning Support All Staff

& _Summer School All Staff

ﬁ _ARMA All Staff

€8 _Arts All Staff

& _ARTS META Centre

& _ArtssLC

&8 _Arts SLC Academics

& _Arts SLC Admin

€ _Arts SLC Asian

% _l-lrts SLC Ea5|_.|al . ’

Cancel
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3.2.Entries with a single red person and an asterisk at the front of the name are used as
Resources. These are used when you need to book a meeting room or training room etc.

Select Mames: Global Address List @

Search: (®)Name only  ()More columns  Address Book
*| Global Address List W Adwanced Find

Marne Title Business Phone Locatic

£ *F11 Chemistry KEEPad set BLUE

& *F11 Chemistry KEEPad set GREEN

8 *F11 Chemiskry KEEPad set RED

8§ *a12 Audiovisual Services KEEP..,

8§ *G12 Audiovisual Services KEEP..,

8 *HO04 Merewether KEEPad set ...

§ *HO4 Merewether KEEPad set ..,

8 *H04 Merewether KEEPad set O..,

§ *HO04 Merewether KEEPad set PL..

8 *H04 Merewether KEEPad set ¥..,

& *Al4 - RM3 Training Room 2

= dewam - .

Cancel

3.2.1. Entries with a globe in front of the name are known as External Recipients or
contacts.

Select Mames: Global Address List @

Search: (&) Name only () More columns Address Book
Global Address List “ dvanced Find :
Mame Title Business Phone Locatic
9& Michael Humphrey Professor of Sociology and ... +61 2 9351 6301 Schon a
€ Michael Ireland PHD Student +61 2 9036 5106 Roor
£ Michael 1 Bookalll Senior Lecturer @37 55925 Rova
9& Michael 1 Jeffreys Professor of Modern Greek,
€ Michael W Cooper Clinical Senior Lecturer +61 2 9233 3546 King v
£ Michael 1 W Cooper Clinical Senior Lecturer +61 2 9233 3546 King
9& Michael Jackson Chair +61 2 9351 2055 Lewel
€ Michael Jacksan Senior Leckurerit{Conjoint) @87 57113 Dept
£ Michael Jean-Louis Dental Education Officer {F... +61 2 9351 8313 Sydn
9& Michael Jenkin Snr Project Manager, Camp... +61 2 9036 6046 Lewel
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