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SShhoowwiinngg  yyoouurr  PPeerrssoonnaall  CCoonnttaaccttss  ffiirrsstt  iinn  OOuuttllooookk  WWeebb  AAcccceessss  
 
 
By default, the Global Address list 
is pulled up first.  These are the 
steps to show your personal 
address lists first. 
 
1. Log into your Pals Outlook Web 
Access, and select your Options 
folder 
 
 

 
2. In the Contact Options Heading, 
select contacts.  Then select Save 
and Close. 
 
 
 
 
 

 
 

 


