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ADDRESS BOOK 
 
The Address Book is accessed from the Main Menu as shown in Figure 1. 

 
Figure 1:  Address Book 



 
This address book is shared by all system users.  It allows a user to add or change 
contacts and their addresses.  The main Address Book screen is shown in Figure 2.   

 
Figure 2: Address Book – Main Screen 
 
The table in Figure 3 describes the operations of each button on the on the Address Book 
screen. 
 
Button Description 
Add New Contact If the Contact cannot be found in the Address Book it can be 

added. Click <Add New Contact> to add a new Contact. 

Modify Contact Select a Contact from the top panel and click <Modify Contact> 
to edit the contact information. 

Add Address  Select a Contact from the top panel then click <Add Address> to 
add another address for this contact. 

Modify Address  Select a Contact from the top panel and an Address from the 
bottom panel to modify the Address. 

Print Results List  Prints the query criteria and all Contacts in the top panel and 
with all of their addresses.   

Print Contact  Prints Contact and Address information for the selected contact. 

Select Contact  When this screen is called by a screen requesting a single 
contact, <Select Contact> will select the highlighted contact and 
return to the previous screen.   



Figure 3: Address Book Operations 

 
 
FIND CONTACT 
 
To find a contact, the user enters any combination of last name, first name, city, state, e-
mail address, position and/or organization and clicks the <Find> button.  The user may 
enter partial values and use a wild card character (*) as shown in Figure 4. 
 

 
Figure 4: Address Book – Find Contact 

All matching contacts are found.  The contact name and demographic information is 
displayed in the top panel.  When the user highlights a contact, the available addresses for 
the contact are shown in the bottom panel.  
 
ADD NEW CONTACT 
 
To add a contact to the Address Book, clicks on the <Add New Contact> button. The 
new contact information is entered as shown in Figure 5. The user clicks the <Save> 
button and the contact is added to the Address Book. 
 
 
 



 
Figure 5: Address Book - Add New Contact 

 
 
MODIFY CONTACT 
 
To make changes to the contact, the user highlights the contact and clicks the <Modify 
Contact> button.  The Modify Contact screen is displayed as shown in Figure 6. 
 



 
Figure 6: Modify Contact Information 

 
The user makes changes to any of the contact fields.  To protect a contact from being 
modified, the user may click the ‘Only an Application Administrator May Change this 
Contact’ check box.  An application administrator would need to make any changes to 
this contact (contact or address information) in the future.  This option is shown on the 
Add New Contact and Modify Contact screens.   
 
After making the desired changes, the user clicks the <Save> button.  The system keeps 
track of the username and date/time that a contact was added or changed.  The user is 
returned to the Address Book screen and the contact information is now updated. 
 
ADD ADDRESS 
 
To add a new address for an existing contact, the user finds the contact.  Then the user 
highlights the contact in the top panel and clicks the <Add Address> button.  The Add 
Address screen is displayed and the information can be added as shown in Figure7.  
 



 
Figure 7: Add Address for Contact 
 
MODIFY ADDRESS 
 
To change an address for a contact, the user selects the contact in the top panel and the 
address to be changed in the bottom panel.  Then the user clicks the <Modify Address> 
button.  The Modify Address screen is displayed as shown in Figure 8. The user makes 
changes to any of the address fields and clicks the <Save> button.  The system keeps 
track of the username and date/time that the address was added or changed. 
 
 



 
Figure 8: Modify Address 

PRINT RESULTS LIST 
 
After a contact search the user may choose to print the list of contacts. The user clicks 
<Print Results List> and an report will be generated as seen in Figure 9. 
 



 
Figure 9: Results List 
 
The user may choose to print the contact information for only selected address entry. In 
that case the user will highlight the contact and click<Print Contact>. 
 
 



  

SELECTING A CONTACT 
The Select Contacts screen is displayed when the user clicks the Address Book icon next 
to a field that allows multiple contacts to be selected as seen in Figure 10.  For example, 
the Folder Owner can select multiple Contacts (Correspondent, Addressee, and Referrer) 
when setting up the Folder of an incoming correspondence document.   

 

 
Figure 10:Contacts for an Incoming Folder 

 
When the user clicks the Address Book icon, the Select Contacts screen is displayed as 
shown in Figure 11. 
 



 
Figure 11: Select Contact and Address 

 
The user selects a contact by entering the query criteria and clicking the <Find> button.   
 
Then the user selects a contact in the top panel and an address in the middle panel and 
then clicks the <  Select> button.  If the contact is not in the address book or the contact 
information needs to be changed, the user can make the necessary changes.  The buttons 
on the Select Contacts screen work the same as the buttons on the Address Book screen.   
 
When all the contacts have been selected, the user clicks <Done> as seen in Figure 12. 
 
Always save changes before closing the Folder. 



 
Figure 12: Selecting Contacts 
 
The user is returned to the Folder and the contact fields are populated as seen in Figure 
13. 
 

 
Figure 13: Address Fields Populated 


