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Importing Contacts to Webmail
With Outlook Express Client

If you would like to import your contacts into Itsintheair (MR Systems Wireless) webmail please follow
these instructions if you have Outlook Express

Open Outlook Express and go to the Main Inbox Page
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Click on File Menu, Select Export, Select Address Book
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Highlight Text File (Comma Separated Values)

Click Export

Address Book Export Tool

Select the program or file type pou want to export pour address book to, and
then click the Export button.
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Type in addressbook (the name of your filename) and then click on Browse

Address Book Export Tool

Select the program o file type you want to export your address book to, and
then click the Expart button.
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Now you will save your address book on your computer in a location where you usually save your files
such as My Documents....Click the dropdown in the Save in: to choose your file location (My Documents)

Click Save

Address Book Export Tool

Select the pragram or file type you want to export your address book to, and
then click the Export button.
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Click Next

Address Book Export Tool

Select the program o file twpe you want to export your address book to, and
then click the Expart button.
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On this screen keep the default check marks if you would like, but also check the first two options First
Name and Last name. Click Finish

Address Book Export Tool

Select the pragram or file type you want to export your address book to, and
then click the Expart button. A
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Click OK on the message “Address Book Export process has completed”

Address Book Export Tool

Address book export process has completed.
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Now login into webmail....Go to
MRsystemswireless.com
Click on Login to Webmail
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Login into your webmail
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Click on the AddressBook Menu and Click on Contacts
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Click on Import in the right hand corner
Then Click on Browse to look for file
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Once you click browse...Now you will go find your addressbook in the file location you saved it in (My
Documents)

Click on Look in and find the location such as My Documents

Once you find the location you saved your file in now find your file called addressbook

Highlight addressbook and Click Open
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Click on Import CSV
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You can import a CSV (comma-separated values) file into your contacts.
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Scroll all the way to the bottom and choose what you would like to do about duplicate entries and then
click on Import CSV

/= Web-Based Email :: Contacts :: Import - Windows Internet Explorer

@@ » |¥_§ htkpe ffema secureserver.net/addie V! “'} X I:’ | 2|~
< Favoribes | 5 8 Suouested Sies + ] Free Hotmail

(S [ . ] »
% web-Based Emal 1: Contacts :; Inport @ - B [ @= v Page~ Safety~ Tools - (@~

E‘ (] D‘E&idk—.—;, WORKSPACE

i’ Feedback
Check Email Compose Address Book Settings Tools Help Zoom: = o Compose Email
Business Postal (Do NotImport 3 s
G --Do Mot Impart--
Business State | --Do Mot Import-— ¥ ‘
Business T I
Country/Region [ ~Da Not Import— 4
Business Phone | Business Phone i ‘
Company | --Do Not Import-- » ‘
Job Ttle | -Do NotImport— v
O Include the first row of data from the CSV file.
@ In case of duplicates, keep existing entries
O In case of duplicates, replace existing entries
© Allow duplicate entries
Tmport CSV -3
b
& | &

Done elnternet 48 - '@;125% il




You should see a message that says Import Complete and how many were imported.
Click on Address Book again and click on Contacts to confirm they are now in your webmail
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