Email Upgrade Project

Using the Advanced Search Feature in the Global Address Book

By default, the Global Address List allows you to search for email addresses by typing employee or student First
Names. Outlook’s Advanced Search Feature, however allows you to search the Global Address List by using
other information such as: Last Name, PALS ID, or Role.
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3. The Find window displays. You can search by typing information in at least one of the valid fields
and then clicking OK.
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4. A list of search results will display.
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Additional Information: Using CTRL + K to search by PALS ID

You can use the following shortcut to find a person in the Global Address List: Type at least part of a person’s
PALS ID in the To: line and click “CTRL” and “K” (i.e., pgonzalez for Paul Gonzalez). A list of Names will display;
all those names are matches to the specified PALS ID. You can then select a name from the list and click OK
which places the email address on the To: line of your email message.

For further assistance, please contact Support Central at 220-1616.
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