I mporting an Address Book from Mailbox to Webmail using
the Simple Interface

1. Log on to the Webmail system using the Simple 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 Hantswehb Mail system provides the facility to log into your email
1% account both securely and in-securely depending on your preference and
browser ability.

Password Utility

If you are having trouble accessing vour email account, or just wish to
@' 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? Consult the
online documentation for assistance
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2. You will have afolder called Address Book Data, click on this and there will be
oneitem of mail in thisfolder.
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3. Open the item of mail titled Address Book Data and you will see alist of your
address contacts. Highlight them all, including the Name,Email,,,,,,,, line, then right
click and select Copy from the menu that appears.
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Read Mail Compose Search Email Calendar Addresses Folders Settings Help Logoff
‘E From: postraster@hants.gov.uk Sent: Man Jun 30 16:05
To: itdcih@its.hants.gov.uk Priority: Normal
E'-"" Subject: Address Book Data Type: Text

Please refer to the supplied docurnmentation for instructions
on how to import the information into your address book.
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4. The highlighted text then needs to be pasted into Notepad. Notepad can be started
by either clicking on Start, Run...
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...and typing notepad...

Run 2|

o Type the name of a program, Folder, document, or
a Internet resource, and Mindows will open it Far you,
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..or by navigating Start, Programs, Accessories and selecting Notepad.
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5. Oncein Notepad, from the Edit menu select Paste, which will insert all the text
from the Address Book Data e-mail into the file.




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

7. Save thefile as address.txt and Savein: drop down box, select Desktop.

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



9. Return to your Webmail window and click on the Addresses link at the top of page

10. In the Addresses section thereis an Import icon on the left hand side, click on
this.



11. Leave Import Type as CSV File and click on Browse... to locate the address file

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

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

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



16. You will now see your list of contacts displayed.

17. Now when you compose an e-mail you can click on the Add Recipientsicon and
abox will appear allowing you to chose your ‘To’, ‘Cc’ and ‘Bcec’ recipients. Click
on the Add Emails button to add them to your e-mail.



