How to import address book.
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click on new folder this folder will
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For importing address into your outlook

account you need to have a address book In
excel format file. Right click on contact then

be

created under contacts for importing new

address book.

Provide the name of
the folder as your
desire and then click
on OK button

Create New Folder

Folder contains:

Conkact Tkems

Select where to place the folder;
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Prink, .. Chrl+P Expaort ka a file
= Import a VCARD file |wcF)
Eit Import aniCalendar or wCalendar File {,ves
I - Import From another program or file

Import Inkernet Mail Accounk Sektings
Import Inkernet Mail and Addresses

Description

Import data from other programs or Files, including
@CT!, Lotus Qrganizer, Personal Folders (.P3T],
achedule+, database Files, text files, and others,

Import and export wizard will
appear select import from
another program or file then
click on next button
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Select file bype toimport From: ‘-INI\??E‘RASATI’FDD :\?Qt
ACT) 3w, 4., 2000 Conkack Manager For Windows A +ELINIEAL RESEARCH SERVICES
Lo rperiE ~ Select comma separated ﬂ
icrosoft Access -
e o N .| values (windows) from e
select file type import /4
section then click on next
button
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File to impark;

|_C:_'|,Du:u:uments and Settings'l,dschauhan'l,li [Bru:uwse ]

Opkions

Click on browse button select the
excel CSV file from its location.
Select do not export duplicate items
radio button and then click on next
button

") Replace duplicates with ikems imported
{3 allow duplicates to be created
(%) Do not import duplicate items
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Import a File

Select destination Folder;
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Select the import check box and
click on next button
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Select the destination folder I‘
which was created by you earlier

then click on next button

MY

Import a File

The Fallowing actions will be performed:

M| Import: "addressbk-10408, csy" into folder: Cont

Map Cuskom Figlds .,

Change Deskination ...

This may take a few minukes and cannot be canceled,
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Map custom fields dialog box will appear, Map the values
with fields full name with name and E-mail address with E-

mail, and then click on next button

Map Custom Fields

Drag the walues From the source File on the left, and drop them on the appropriate destination Field
on khe right. Drag the item fram the right to the |eft to remove it From the field mapping.

Fram: To:
Comma Separated Values (windows) Microsoft Office Qutlook,
Addressbk-10408,csv Contacts
Yalue Field rapped From -
Full Marme 1 m Full Mame
Email Address Comparry
Department
Job Title
Business Address
Horne Address
Other Address w
< >
Mext = l [ Clear Map ]
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[ ok
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Cancel
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Map Custom Fields

Drag the values from the source File on the left, and drop therm on the appropriate destination Field
on the right. Drag the item Fron the right ko the [eft ko remove it From the Field mapping.
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Fram: To:
Comma Separated Yalues (windows) Microsoft Office Outlook,
Addressblk-10408.c5v Conkacks
Value Figld Mapped From ~
Full karne Directary Server
Email Address E-mail Email Address
E-mail 2
E-mail 3
Gender
Government 10,
Hobbey w
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Import a File

Y-

The Following actions will be performed; ‘-INI\II-:_II::ENQSA@I_IIEDD :\1132::
" Import and Export Progress ‘ Tl R e

' = Address book importing

Irparting Conkacks From Addressbk-10408. csv inko 'Contacks' prog reSS Wi I I ShOWS I i ke (ﬂ/’”

This

this.

< Back J[ Finish ][ Cancel J

Import a File

The Following actions will be performed:

Import "Addressbk-10408.csv" into Folder: Cont. ..

[ Map Custom Fields ... l

Then click on finish button

[Change Destination ... l

This may take a few minutes and cannot be canceled.
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How to Configure the Address Book

Inbox - Microsoft Outlook
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Then address book dialog box will
appear. Go to tools menu select

options.
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Now you need to configuring your earlier
imported address book for using with
outlook. Go to tools menu select address:

book option
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Addressing dialog box will open. /E:‘m

& Select your recently imported INTERNATIONAL
Addressing | address book under show this

Show this address list: first: . .
Contacts v | address list first. In the below lﬂ

Cutlook Address Book,

|  section select newly imported P —

when sending mail, check names using these address lists in | ad d reSS boo k and CI i Ck O n m Ove u p

the Following order:

- IS PR . S

Addressing

button and bring it into first
— v L .
position. Then click on apply and
OK button
add... ] [ Remove ] l Properties l
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