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H08-053 -- Procedure
July 30, 2008
	TO: 
	HCS Regional Administrators
HCS Management Team



	FROM:
	Bill Moss, Director

Home and Community Services

	SUBJECT: 
	Checking & Updating Information in Outlook

	Purpose:
	Request HCS staff to review and update personal information in Outlook using a new and convenient Intranet web page.

	Background:
	·   There are several items in Outlook properties with important information about each staff person. Examples include: job title, phone number, email address, work location, supervisor, and any employees.
·   Accurate information in Outlook is important for day-to-day business purposes. In the near future it will become even more important as computer applications utilize the Active Directory information that we see through Outlook to populate reports and process information.  
·   The first program expected to use staff Outlook properties will be the DSHS Learning Management System which is expected at ADSA by the end of 2008.

	What’s new, changed, or

Clarified


	·   Staff can now report any updates in Outlook properties on an Intranet web page.  
·   Approved information will be sent to the correct information technology staff person for update in Outlook.

	ACTION:
	·   Staff and supervisors should check email properties now and whenever changes in the work place occur.  
·   Report any updates needed using the following web page:  http://adsaweb/outlook/  no later than August 4, 2008.   A report to the website is necessary only if updates are needed.
Below are instructions on how to view Outlook properties:  

· Click on the Address book icon in Outlook. 

· Find your name and double-click on it to go into the properties. 

· Click on "Organization" to see your manager/supervisor and your direct reports, if any. 

· Click on "General", "Agency", and "Phone Notes" also. 
· Note any changes needed and report in the web page listed above. 

	Related 
REFERENCES:
	None

	ATTACHMENT(S):   
	None

	CONTACT(S):
	Barbara Hanneman, Program Manager, at (360) 725-2540



