I mporting an Address Book from Mailbox to Webmail using
the Advanced I nterface

1. Log on to the Webmail system using the Advanced Interface with your usual
details.
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Please provide login and password information to access your mail-account
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Secure Login

The Hantsweb Mail system provides the facility to log into your email
+ ™ account both securely and in-securely depending on your preference and
browser ability,

Password Utility

- If you are having trouble accessing your email account, or just wish to
FL—;‘ change you password, please use the password utility, If you continue to
have problems please report it to your local IT Support contact.

Help Information

Want to learn more about Hantsweb Mail and its functions? Cansult the
online documentation for assistance
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2. Select your ‘Persona’ folder and you will find another folder with in, titled
‘Address Book Data'.
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3. In the Address Book Datafolder thereis an item of mail also titled Address Book
Data. Click on thisand you will see the contacts from your old e-mail account.

-

4. Highlight these (including the Name, Emall,,,,,,,,, line) and then right click with the
mouse and select the * Copy’ option.



5. The highlighted text then needs to be pasted into Notepad. Notepad can be started
by either clicking on Start, Run...

...and typing notepad...



...or by navigating Start, Programs, Accessories and selecting Notepad.

6. Once in Notepad, from the Edit menu select Paste, which will insert al the text
from the Address Book Data e-mail into the file.



7. Now from the File menu select Save As...

8. Savethefile as address.txt and Savein: drop down box, select Desktop.

9. Exit out of Notepad, through File and Exit.



10. Switch back to your Webmail window and select the Address Book icon on the
tool bar. Then select the Import button to the right of the tool bar.

11. Leave the Import Typeas CSV File and select Browse...



12. Change L ook in: to Desktop, highlight the address file and click on Open.

13. Now click on Import File



14. In Step 2 leave all the boxes asthey are and click on Import Entries

4

15. 1t will then tell you that your contacts have been imported



16. You will now see your list of contacts displayed. If you click onthe symbol in
the Contacts pane on the left hand side...

17. ...you will see anicon for each Contact.



18. Now when you go to compose an e-mail you can click on the Add Recipients
icon. Thiswill display your contacts from which you can chose your To, Cc and Bcc
recipients.

19. To exit out of the Webmail Advanced Interface click on the Sign Out icon.



