How to use Outlook to search
employee phone numbers.

To use Outlook to lookup Faculty/Staff work phone numbers

Searching with desktop app.

1.) Hover the mouse over People.

FAVORITES

Right-click a person anywhere in Office to
add them to your favorites.

3.) Once you have started your search, you can hover over the name to expand details. Click the ¥
Open Contact Card.
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4.) With the expanded view you can now see phone number.
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Contact

Organization

We didn't find an organizational chart.

Membership

We couldn't find any groups.

Searching with the web app.

1.) Select People.
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3.) Contact details are show.

Gator Trax
MNOT A REAL EMPLOYEE - Training

Q, call |~ |-

Overview Contact Organization Files Email

Contact information

Local time Preferred meeting hours
C

C 8:35 AM - Same time zone as ... =T 8:00 AM - 5:00 PM (GMT-5)

R Job title Department Company
NOT A REAL EMPLOYEE Training ﬁl test

. Add to contacts

Revision #2
Created 2022-10-20 21:07:43 UTC by Karrie White
Updated 2022-10-25 18:53:48 UTC by Karrie White


https://docs.northshorecollege.edu/uploads/images/gallery/2022-10/jyblRYrAKxcn2fdN-people.png
https://docs.northshorecollege.edu/uploads/images/gallery/2022-10/pyX5nWis6gG5sCSd-seach-contacts.png
https://docs.northshorecollege.edu/uploads/images/gallery/2022-10/9YBFLqIiWh2jw552-webphone.png

