
Outlook Contact Guide 

Syncing Not Syncing 
Title (prefix) Notes 
First Name Home Phone 
Middle Name Home Address 
Last Name Fax 
Suffix Department 
Job Title  Office 
Company (if no company, please use “Unknown” or “Unaffiliated”) Profession 
Email 1 Manager’s Name 
Email 2 Souse/Partner 
Web Page Address  Birthday 
Business Phone Anniversary 
Mobile Phone  
Business Address—Street   
Business Address—City   
Business Address—State/Province   
Business Address—Zip/Postal Code  
Business Address—Country   
Assistant’s Name  
Nickname  
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