
 

Manage your email 
 

Ensuring you email the right person 
 

As the University grows we’re finding that the Outlook address book has an increasing number of names 

that are the same or very similar. When staff share names with students, and where confidential or personal 

information is being sent, there are very real risks involved in misdirected email causing reputational, 

financial or legal damage to the University. 

There is no way to automatically detect these mistakes so we all need to take responsibility for ensuring that 

we have addressed our email to the correct recipients before sending. 

Please read the sections below for advice on how to reduce the risk or get help if you think you might have 

misdirected an email. 

 Using the Outlook address book to see more recipient details. 

 Turning off the Outlook auto-complete feature. 

 Checking the Outlook address book for duplicate or similar contacts. 

 Getting help if you have misdirected an email. 

Using the Outlook address book to see more recipient details  
By using the Outlook address book to check the details (title, department, etc) of your recipient you can 

ensure you’re sending to the right person. To do this, open a new email and click the ‘To..’ button to bring 

up the address book. By default the window is quite small so hoover your mouse over the bottom right hand 

corner then click and drag until you can see all of the detail columns. You only need do this once and the 

new size will be remembered next time you open the address book. 

Turning off the Outlook auto-complete feature 
By default, Outlook remembers the email addresses you use; and as you start typing in the To, Cc or Bcc 

fields, will attempt to predict the address and automatically complete it for you. This saves time if Outlook's 

prediction is correct but can easily result in you inadvertently sending mail to the wrong recipient if it’s 

wrong.  

To turn this feature off in Outlook 2010 click File > Options > Mail then scroll down to Send Messages and 

clear the tick box starting Use Auto-Complete ... 

Checking the Outlook address book for duplicate or similar contacts 
You can use the Outlook address book to see if anyone has a duplicate or similar name to yourself or one 

of your regular contacts. 

Someone similar to yourself? If someone in the address book is a similar to yourself then let your regular 

contacts know. Ask them to take extra care when emailing you and advise them to enter your username to 

make it easier do so safely. 

Someone similar to one of your regular contacts? If you find someone similar to a recipient your 

regularly email then make a note of the correct contacts username (alias) and type this into the To field 

whenever you email them. After a few moments Outlook will resolve this to their full name; if you want this 



to happen instantly then just click ‘check names’. Finish composing your message but don’t forget to check 

the recipients again before you send. 

Getting help if you have misdirected an email 
If you realise you have emailed the wrong recipient and the message contains personal or confidential 

information please let the Information Manager know and she will be able to help you further: 

Sara Stock, Information Manager 

Tel: 01206 85 4853 Room: 5.602 

information.manager@essex.ac.uk  

Need help? 
Something not working? Can't find the answer you are looking for? Get help from the IT Helpdesk. 

 

www.essex.ac.uk/it/ IT@Essex 
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