
 

 Phonne Directoory 

This year, we havve taken the pphone directtory to a neww level. The ddirectory is noow available through Outlook and 
Outllook Web Acccess. You caan follow thee instructionss below to leaarn how to aaccess the infformation you need. 

In MMicrosoft Ouutlook 

11. Go to thee Home tab.. 
22. Open Adddress Bookk. 

 
33. In the Seaarch box, typpe in the firstt name of thee individual yyou are lookiing for. 

  
 

 

 

 
44. Businesss Phone listss an individual’s primary pphone numbber. 

a. Iff the person provided a campus workk extension inn NIA, it willl appear heree. 
b. Iff the person iis a dorm stuudent, his or her extensioon will appearr here. 

 

 

 

 

 

55. Double-cclicking a namme will open a contact carrd with moree informationn. 
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TTechnology



66. Go to thee Phone/NoNotes tab to fiind additionaal phone nummbers.

 
 

In OOutlook Webb Access in Mozilla 

11. Go to htttps://mail.nii.edu 
22. Log in wiith your Norrthland credeentials. 
33. Click on the Address Bos ok link. 

 

 
 

44. Type in thhe individuall’s first namee in the Searcch bar. 
 

 

 

 

 

 
55. The indivvidual’s primaary phone nuumber will shhow up undeer Phone. 
66. Click on a name to vieew additionaal informationn. 

In OOutlook Webb Access in Internet Exxplorer 

11. Go to htttps://mail.nii.edu 
22. Log in wiith your Norrthland credeentials. 
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33. Type the individual’s name in the search box aand hit Enterer on your keyyboard.

 

 

44. The indivvidual’s inforrmation shouuld pop up inn another winndow. 
 

55. If you havve difficulties with that mmethod or aree not findingg the individuual you are loooking for, cllick on the 
Address Book icon nnext to the seearch box. 

 
 

66. In the Adddress Book, type in the nname of the iindividual yoou are lookinng for in the ssearch bar. 

 

77. Double cclick on a namme for more information. 
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