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Helpful Hint – Changing the Default Area Code in Outlook 
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Purpose
The first time a contact is entered in Outlook, either by the user or by the FOCS Data Transfer application, a dialog box appears for entering the default telephone area code.  This number will be added to any telephone number that is entered by the user or is transferred from FOCS without the area code.  After the initial action to set the code, it can be changed by the following method.

Instructions

1. From Toolkit Customers or Personal Contacts Folder, on the Actions menu, click Call, then  click New Call or click the Auto Dial Telephone icon ( [image: image1.png]


 ).
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2. On the New Call dialog box, click Dialing Properties.
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3. On the Dialing Properties dialog box, enter the Area Code. 
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This procedure is briefly mentioned in the Outlook Help Topic for telephone numbers, under "Enter phone numbers for a contact," in the Notes section.
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Enter phone numbers for a contact

1 Create or open a contact
2l How?

2 Inthe Phone area, click the down arrowta select an aption
that describes the phone number.

3 Inthe boxnextto the down arrow, ype the phone number.
Use the following format for intemational phone numbers

and for autornatic phone dialing: +country code (area code)
local nurnber.

4 To enter additional phane numbers, repeat steps 2 and 3
with another description and phone number.
Notes.

« Ifyou omitthe country code and area code from the phone
number, the autornatic phone dialer uses ssttings from
Dialing Properties in the New Call dialog box (on the
Actions menu, point to Call and then click New Call)
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