
Impor ting an Address Book from Mailbox to Webmail using 
the Simple Inter face 

 
1. Log on to the Webmail system using the Simple Inter face with your usual details. 
 

 
 
 
2. You will have a folder called Address Book Data, click on this and there will be 
one item of mail in this folder. 
 

 



3. Open the item of mail titled Address Book Data and you will see a list of your 
address contacts.  Highlight them all, including the Name,Email,,,,,,,, line, then right 
click and select Copy from the menu that appears. 
 

 
 
4. 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 Star t, Programs, Accessor ies and selecting Notepad. 
 

 
 
 
5. Once in 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 the file as address.txt and Save in: 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 there is 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 Look in: to Desktop, highlight the address file and click on Open. 
 

 
 
13. Now click on Import File icon 
 

 
 
 



14. In Step 2 leave all the boxes as they are and click on Impor t Entr ies 
 

 
 
15. It 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 Recipients icon and 
a box will appear allowing you to chose your ‘To’ , ‘Cc’  and ‘Bcc’  recipients.  Click 
on the Add Emails button to add them to your e-mail. 
 

 


