SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

DUPLICATE EMAIL NAMES

This handout describes how to handle duplicate Email Names.

For example:

Check Names |

Microsoft Office Outlook Found more than one "amanda”,

Select the address o use:

Mame Business Phon
Arnanda ke :I
Amanda Lyons
Amanda Malone
Amanda McMahaon
amanda Merrill

amanda Merrill

Amanda Mooney
Amanda Ruyola i
4 I i 4
Properties | Shiow Mnt}mames... | Mew Contact. .. |

Qi I Cancel |
P

Note that the above email was meant to be sent to Amanda Merrill but there are 2 people with
the same name.

What Should | Do?

Email someone in the SASD Tech Dept that there are duplicate names — the Tech Dept will set
up additional information so that the 2 people can be identified properly in the email address.

For example:

Check Names |

Microsoft Office Outlook, fFound more than one “amanda”,

Select the address to use:
| n

Amanda (Student) Merril
amanda (Teacher) Merrill
Amanda Firestine
Armanda Hamblin
Aamanda Klovekorn

Amanda kyc
Amanda Lvons _ILI
3

Properties | Show MnreNames...l NewContact...l

[8]4 I Cancel |
o

Note that the duplicate names are now identified by (one is a teacher and one is a student)
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