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Names that match your entry are listed in the box below the Find field.

5. Select the names to enter and click Add or Add All. The names are added to the
Group Members list.

6. You can also type email addresses directly in the Group Members list box. Separate
addresses with either a comma (,) or a semicolon (;), or using Return.

7. Click S e on the toolbar. The new group contact is added to your address
book.

Importing an Address Book

You can import contact lists and address books that are saved in a comma-separated (.csv) text

file format.

To import an address book:

1. Select the Preferences > Address Book tab.

Display contacts per page: | 25 ~

Default Yiew: | List +

Settings: ¥ Add new contacts to "Emailed Contacts”

™ Auto-complete includes addresses in the Global Address List

Import: IF wou are using another contact manader pragrarm, wo can impokk your existing conbacks by sawing themn in "Comma-Separated Yalues" (.osv) Format,
See document b Eproaram for iely saving in this

Browse.

CS¥ File:

Impork ,C5Y File

Export: 10U £an expart your contacts in the standard "Comma-Separated Yalues" (.csv) format, then impart them inko another contact manager program. See
documentation in the other program For help in importing.

Export as .CSY File

2. Click Browse in the Import / Export area to locate the .csv file to import.
3. Browse to the .csv file you want to import.
4. Double-click the .csv file in the File Upload dialog.

5. Click Import .CSV File. The Choose Address Book dialog appears with a list of your
address books.

6. Select the address book to import into or create a new address book.

7. Click OK.

112



Managing Your Address Books Z

Depending on the size of the .csv file, import may take a few minutes. When the import is
complete, the Status Box shows the number of contacts successfully imported. Contacts are

alphabetized by last name.

Exporting an Address Book

Your address books are exported and saved in a comma-separated (.csv) text file format.

To export an address book:

1. Select the Preferences > Address Book tab.

Display contacts per page: | 25 *

Default Yiew: | List ~

Settings: ¥ Add new contacts to "Emailed Contacts”

[ auto-complete includes addresses in the Global Address List

Import: If you are using another conkack manager program, you can import your exdsting conkacts by saving them in "Comma-Separated Values" {.csv) format.
See documentation in that program for help saving in this format,

CS¥ File: Browse...
Import .CSY File

Esport: You can sxport your o ; wComma-Separated Yaluss" {.csv) format, then import them into another contact manager program. See
documentatian j other pragram Far help in imp

Export as .CSY File

2. Click Export as .CSV File. The Choose Address Book dialog appears with a list of
your address books.

Choose Address Book

Choose an address book ko export:

¥ Address Books

@ Contacts
E' Emailed Contacts

3. Select the address book to export.

4. Click OK. An Opening Contacts.csv dialog appears.
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I 1
Dpening contacts.csy il

‘fou have chosen to open

contacts.csy

which is a: Microsaft Office Excel Comma Separated Walues File
fram: http:ffdemoz, zimbra.com

What should Firefiox do with this file?

& {on

Microsaft Office Excel (default) j

£ Save bo Disk

[~ Do this automatically for Files like this fram now on,

Ok I Cancel

5. Check Save to disk and click OK.

6. Select where to save the file and enter a file name. The default name is Contacts.csv.

7. Click Save.

Printing a Contact Name or Address Book
You can print a complete address book or just print the information for one contact.
To print from address books:
1. Select an Address Book a

2. To print, either:

0 Select a specific contact name and click the Print icon =

0 Click the arrow next to the print icon and select Print Address Book.

= v[}\)[ﬂ *  Eview -

[ Print selected contack(s)
[ Print Address Book

Wy
S % For Group Contact lists, if the list is long, only the first few names on the list are

1-" ﬁ;,.' printed and More... displays, to let you know that there are additional names
s that were not printed.
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