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* Inbox - Outlook Express
Edit View Tools Message Help

\
Mew L4 -

Open Ctri+0
Save As...

" m R e

Save Attachments
Save as Stationery...

Folder

Import
Export

Print... Ctrl+P

la = 1l

Switch Identity...

Address Book Export Tool

Select the program or file type you want to export your address book to, and
then click the BExport button.

Microsoft Exchange Personal Address Boolk

Test File (Comma Separated Values)
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Save exported file as:
IF:\D?M'IEaddressbmk.csv

< Back Mext g Cancel |

Save As
Savein: | e Remavable Cisk (F)

Recert

Diesktiog

Iy Documents

My Computer
My Netwok  File name- |07041 Saddreasboak] = e |
Savesstype:  [Comma Separated Vakues " cav) - Cancel |
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CSV Export

Select the fields you wish to export:

10. Place a check
mark next to each

[ Middle Name . 0
P flelq you use in your
[ ickname entlre add ress

E-mail Address

Home Street bOOk

Home City

Home Postal Code
Home State

Enme Esurrtr&ffﬂeginn 3 11. Click on Finish
7

< Back Finish Cancel |

At this point, your address book has been saved in a format that it
can be viewed, edited or kept as a backup in a form that can be
viewed or edited with any spreadsheet program including Excel,
MS Word, Open Office and others. When you go to open your file
in a spreadsheet program, you must change Files of Type to

All Files or Text Files (.csv) at the bottom of the Open box.

Change to e
: «. . :
All Files « Pl v
My Metwork =
Place: Files of type: | all Files == [
Or R T -
. All Microsoft Office Excel Files {*.d™; *.xds; *=.dt; =.htm; *
TeXt FI IeS Microsor ft Office Excel Files (*.xd*; *.xs; *.xda; =.xlt; *.xdr
All Web Pages (*.htm; =.html; *.mht; *=.mhtml)

Text Files {(=.prn; *.txt; *.cav) B

You are now finished if you just wanted to backup your Address
Book and it is in a safe place for storage.

If you want to transfer (Import) your address book to another
program, continue to the next slide.
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You will do near the same steps when you exported the file only
this time you will import it into your new program.

-Edit View Tools Message Help 1 Open the program that
Mews i .
e oper ey you want to import to.
Save As...
Save as Stationery... 2 CIICk on Flle
|- : esh, fun, flirty new arrivals are |
Folder } adio Listeners Pitstop -
3. Click on Import.
E Fess BooK...
Export | Other Address Book... :
E— | i — 4. Click on Other
Q- il o | Mail Account Settings... Address Book.
Switch Identity... MNews Account Settings...

Address Book Import

Address Book Import Tool Tool opens.
Select the program or file type you want to import address bool: information from,
and then click the Import button. . .
i 5. Click on Text File

CSV.

Eudora Pro or Light Address Boole through +3.0) Import

LOHIF - LDAP Data Interchange Format

Microsoft Exchange Personal Address Book: o
Microsaoft Intemet Mail for Windows 3.1 Address Boole

Metscape Address Book (viZ or v3)

Metscape Communicator Address Boole (vd

Text File (Comma Separated Values)
VWorks address book (Works database file)

6. Click on Import.
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CSV Import opens.

Choose a file to impart :

|C:"-.Dn:n::uments and Settings*Harold" My Browse ..
7. Click on Browse to
select the place you
stored your data.

Look in: | |3 Harolds tutorial

8. File Open box opens.

[ 070415addressbook. csv]

My Documents

My Computer

'-:‘] File name: |D?Da'-1'| haddressbook csv
My Networke  Files of type: |C|:|mma Separated Values *.csv) Cancel |
Flaces

)
x

[ Open as read-only

9. Browse
to the folder
where you
saved your
file.

10. Make
sure CSV
is displayed
here.

11. Select
your saved
file.

12. Click on
Open.

13. Click on Next.
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CSY Import

Map the fields you wish to import:
Text Field Addresz Book Field S . . .
14. Click on Finish.
Last Mame Last Mame
MName MName Iz
E-mail Address E-mail Address
Home Street Home Street
Home City Home City
Home Postal Code Home Postal Code
Home State Home State
£

Change Mapping...

< Back Cancel |

If you use Gmail or other web based email services, you may import
CSV files into their data files by clicking on Contacts then click on
Import and follow instructions to upload your address book.

It is also possible to use Gmail with email programs on your
computer.

Bentsen Grove Resort Computer Club
By Harold Buechly

http://buechly.com/bgrcc/addressbooktransfers.pdf




