__—A USING MS OUTLOOK

| | In this tutorial you will learn how to use Microsoft Outlook
ﬁ b with your EmailHosting.com account. You will learn how to
setup an IMAP account, and also how to move your emails

—
Ema“"ﬂsu“g and contacts to EmailHosting.com.
Lom

£ Microsoft Outlook

Microsoft Outlook is one of the most popular and by far I |

o L Yo 0 Dk Ml ok

the most mature email client. It offers a slew of options

and features that will appeal to most EmailHosting.com

users. Outlook also aptly serves as a personal | &yeemas Tou ca che ymr cabsian
ji:ﬂ*llr 1 sl
information manager with calendar and address bOOK | usemnbma e -

features. You will find more information about Microsoft Outlook on its product page

at the following link:

http://www.microsoft.com/outlook

For this tutorial, we will consider Outlook 2003, which is the latest version of
Outlook. If you are using a different version of MS Outlook than this tutorial, it
should closely resemble the same options and settings. In this tutorial we will learn

how to:

= Configure the Outlook Client for use with EmailHosting.com via IMAP
= Sending Emails

= Receiving Emails

= Deleting Emails

= Backing your Emails using Outlook

= Exporting your Emails to EmailHosting.com folders

= Exporting your Contacts to EmailHosting.com folders

= Importing your Contacts to Outlook
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e Configuring Outlook for wuse with EmailHosting.com
(IMAP)

WHAT IS IMAP?

IMAP is a protocol for retrieving email messages. It is similar to POP3 but supports
additional features. IMAP allows a 2-way communication with your email client and
the EmailHosting.com servers. Using IMAP, an email client program can not only
retrieve email but can also manipulate messages stored on the server without having
to actually retrieve the messages. And so, messages can be deleted, they can have

their status changed, multiple mailboxes can be managed, etc.

CONFIGURING OUTLOOK

Before you start

You will require some details from when you set up your EmailHosting.com account.
You will need the following information:

The IMAP Server Name - imap.emailhosting.com

The SMTP Server Name - smtp.emailhosting.com

Your EmailHosting.com Username - (for the purposes of this tutorial we will use

demo)

Your EmailHosting.com Password - (for the purposes of this tutorial we will use

demo)

1. Open Outlook 2003 and from the top menu, select Tools, then Email

Accounts...
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B outlook Today - Microsoft Outlook

! Fle Edt View Go | Tool | Actions Help

: @Back @) | 4 i ’
i Address Book... Ctri+Shift+B

TR

mail P ——
. @ Empty "Deleted Items" Folder E
Favorite Folders
L Inbos (86) Forms 4
L3 unread Mai (86) Macro [\
l:q For Folow Up | E-mail Accounts...
L=9 sent Ttems
Customize...
All Mail Folders
Options...
H @ t T = r

E-mail Accounts

This wizard will allow you to change the e-mail accounts
and directories that Outlook uses,

E-mail

(®) Add a new e-mail account

(O view or change existing e-mail accounts
Directory

{O) Add a new directory or address book
| () view or change existing directories or address books

lNexI:-][Uose]

2. Select Add a new email account and click Next >
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E-mail Accounts [Xl

Server Type
You can choose the type of server your new e-mail acount will work with.

() Microsoft Exchange Server

Connect to an Exchange server to read e-mail, access public folders, and share
documents.

O por3

ect to a POP3 e-mail server to download your e-mail.

@1

Connect to an IMAP e-mail server to download e-mail and synchronize mailbox
folders.

() HTTP
Connect to an HTTP e-mail server such as Hotmail to download e-mail and
synchronize mailbox folders.

() Additional Server Types
Connect to another workgroup or 3rd-party mail server.

< Back |[ MNext > | ’ Cancel

3. Select IMAP and click Next >

E-mail Accounts Sl
Internet E-mail Settings (IMAP)

Each of these settings are required to get your e-mail account working.

User Information Server Information

Your Name: | Jahin Smith | Incoming mail server (IMAP): | imap. emailhosting com

E-mall Address:  demo@emailhostingcom | Qutgoing mail server (SMTP): .smtp.emailhosting.com

Logon Information
User Name: [ dema
Password: T

Remember password

[]Log on using Secure Fassword

Authentication (SPA)

[ < Back “ et > I[ Cancel I

Your Name: Type your name here - this will be the name emails appear to come

from (in this tutorial we will use John Smith)
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E-mail address: Type in your email address - this will be the address that emails

appear to come from (in this tutorial we will use demo@emailhosting.com).

Incoming mail server (IMAP): this tells Outlook where your emails are stored.

Type in imap.emailhosting.com

Incoming mail server (IMAP): this tells Outlook how to send your outgoing email.

Type in smtp.emailhosting.com

User Name: type in your user name - the part before the @emailhosting. (in this

tutorial we will use demo)

Password: type in your password.
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4. Click on the More Settings button.

Internet E-mail Settings

X

General | Outgoing Server |C0nnecti0n Advanced

My outgoing server (SMTP) requires authentication

(@) Use same settings as my incoming mail server:

OI__og on using

oK l l Cancel

5. Click on the Outgoing Server tab.

6. Check the box My outgoing server (SMTP) requires authentication
7. Select Use the same settings as my incoming server - this allows
EmailHosting.com servers to confirm your identity for sending mail.

8. Click OK

9. Click Next =
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E-mail Accounts

Congratulations!

You have successfully entered all the infermation required to
setup your account.

To close the wizard, click Finish.

10. Click Finish to complete the wizard.

At this point, if you have entered everything correctly, Outlook should connect to

EmailHosting.com and download any messages you have.

You will see a new folder within your folder view:

i=| @ imap. emailhozting. com
=l [ Inbox (27

[ archive
[ Deleted Trems
[ Drafts

[ My RS5 Feeds

3 My Search Folders
[ sent Ttems

[ spam
[ Trash
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l&» Sending Emails
To send new emails within Outlook:

1. Click on the New icon from the Toolbar or use the shortcut Ctrl + N.

8] Inbox - Microsoft Outlook

! Fle Edt VWew Go Tools  Actions  Help

Hidnew (| &S3 % K | uBeply (SBRepl to Al (2 Forward | B sendiReceive ~ |

This will bring up the compose email window and after typing in your To: address,

Subject and email message,

2. Click on the Account menu from the toolbar, and select your

EmailHosting.com account.

E® Untitled - Message (Plain Text)

File Edit ‘iew Insert  Format  Tools  Actions Help

: asend |[accounts~ | d 4| 4 0 | & 0 (@ 8,
i mail,snaip.com I U |

1 mail.snaip.com

7

Fram. ..

2 imap.emaihozting. com

3. Finally, click on the Send button or Ctrl + Enter to send your email.
Sending with a From: address different from EmailHosting.com

If you have your domain name or other emails account setup with EmailHosting.com,
you might want to send email with those From: email addresses. Unfortunately,

Outlook doesn’t support identities. One way to work around this is explained below:

1. When composing a new email, click on View -> From Field.

2. Enter your desired From: email address in that field.

Frarn. .. | myname@dumain.cnﬂ
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SAVING YOUR SENT-EMAILS TO YOUR ACCOUNT

By default, Outlook will save your sent-emails to its default Sent Items folder. If
you want to have all your sent emails saved to your EmailHosting.com Sent

Items folder instead, follow the steps below:

1. Open Outlook 2003

2. Select Tools | Rules and Alerts... from the menu. This leads to:

E-mail Rules | Manage Alerts I

@M&w Rule...|Change Rule = 3 Copy... & Delete | 4 % Run Rules Mow... Options

|Rule {applied in the order shown) | Actions -

Select the "Mew Rule" button bo make a rule,

Rule description iclick an underlined value to edit):

Ok, I Zancel Apply

Have any questions? Email us at support@emailhosting.com 9



3. Click on New Rule...

Rules Wizard x|

" Start creating a rule from a template
& start from a blank role

Step 1: Select when messages should be checked

Check messages when they arrive

Step 2: Edit the rule description {click an underlined walue)
Apply this rule after I send the message

Cancel | = Back I MNext = I Finish

4. Select Start from a blank rule

5. Highlight Check messages after sending
6. Next

Rules Wizard

X

‘which condition(s) do vwou want to check?
Skep 1: Select condition{s)

|2

[ through the specified account

[[] marked as importance

] marked as sensitivity

[ sent ko people or distribution list

[ with specific words in the body

[C] with specific words in the subject or body
[ with specific words in the recipient’s address
O assigned ko cabegory category

[C] which has an attachment

[[] with a size in a specific range =
[ uses the Farm name Farm

[C] with selected properties of documents or Forms

b
Skep 2: Edit the rule description {click an underlined value)
Apply this rule after I send the message
Cancel ] [ < Back “ Mext = l [ Finish
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7. Click on Next and you should see this dialog

Microsoft Office Dutlook x|

! E This rule will be applied to every message vou send. Is this correct?

8. Click on Yes

Rules Wizard x|

‘What do vou want to do with the message?
Step 1: Select action(s)

[ assign it to the cakeqary

imove 4 copy ko the Folder

[ Flag message For ackion in & number of days
[ mark it as imporkance

[ stop processing mare rules

[ perform & cuskomn ackion

[ mark it as sensitivity

[ motify me wher it is read

[ motify me wher it is delivered

[] Cc the message ko people or distribution list
] defer delivery by a number of minutes

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after I send the message
move a copy bo the specified Folder

Cancel < Back I Text = I Finish

9. Select move a copy to the specified folder in the Stepl: pane

10. In the Step2: pane click on the word specified

Rules and Alerts

Choose a folder:

+ [ Save Mails ~ K
L= Sent Items

[ o |
& Tasks Cancel

o | wer
=1 = imap.fusemail.net
-1 L7 Inbox (27}

[ Archive
1 Deleted Items
[ Drafts

+ [ My RS5 Feeds

+ [ My Search Folders

Mew. ..

Sent Ikems

+ [ Spam {30}
[ Trash Z
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11. Scroll down, expand imap.emailhosting.com folder and select sent-mail
12.Click on OK

Rules Wizard |

What do wou want to do with the message?
Step 1: Select action(s)

[ assign it ko the cateqory categary
copy to the specified Folder
[ Flag message For action in & nurmber of dayvs
[ mark it as importance
[ stop processing more rules
[ perform a custom action
[ mark it as sensitivity
[ nokify me when it is read
[ nokify me when it is delivered
[ C the message to people or distribution lisk
[ defer delivery by a number of minutes

Step 2: Edit the rule description {click an underlined value)
Apply this rule after I send the message
o this maching only
move a copy to theisent-mailfolder

Cancel | < Back I Mext = I Finish

13. Click on Next

Rules Wizard x|

Finish rule setup.

Step 1: Specify a name For this rule

Step 2: Setup rule options
™ Run this rule now on messages already in “Inbox"
¥ Turn on this rule

™| Create this rule om &l accounts

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after I send the message
an this machine only
move a copy to the sent-mail Folder

Cancel | < Back | [ext = | Finish I

14. Stepl: Specifiy a name for this rule. Name the rule "Sent Mail"
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Click on Finish

2]

E-mail Rulgs |Manage flerts I

éﬂew Rule... Change Rule = =3 Copy... X Delete | o+ Run Rules Mow,., Options

|Rule {applied in the order shown) | Actions -

Sent Mail A5

Rule description {click an underlined value to edit):

apply this rule after I send the message
on this machine only

Ik I Zancel apply

15. Click on OK

Have any questions? Email us at support@emailhosting.com 13



Receiving Email
CHECKING EMAIL

To check your email, simply click on the ‘Send/Receive’ button from the toolbar.

Outlook will check for new emails in your subscribed folders.

| '_11 Send/Receive - |

DOWNLOADING EMAIL HEADERS

By default, Outlook is set to download your email headers only. This involves
downloading a list of subject lines of all emails in your IMAP account. To read an
email, simply click on the subject line, and wait for a few seconds for Outlook to

retrieve the email from the EmailHosting.com server.

DOWNLOADING SOME ITEMS IN A FOLDER

After you have downloaded the headers, you can mark items to be downloaded from
the server. When you download messages, they are placed only on your computer.
When you delete messages, they are removed from both your computer and the

server.

1. In your Inbox, right-click the header, and then click Mark to Download

Message(s) on the shortcut menu.

1 Jaime 3:45 PM |E

ShookingStars stokc Feport

2 E Cpen ht

.~ Credit Approvals 3:39P

This is the real thing- top rated unsecured credit card is avail, . Fallow Up r
-] Health Professionals 306 P i) Mark as Read

Great Jobs Available in Healthcare

f} Create Rule...

.~ CApprovals 254 P

Apply Mow For a GOLD MasterCard Junk E-mai r
-] ChristianDebtTrust 2:38P X Delete

Regain control over wour Financial destiny the Christian wa

? i Y i |J,3, Mark o Download Message(s)

<] HomeImprovement 2135

Fix un the backvard with a Home Denat Gift card 23 Move ko Faolder. .,

2. Click on the Send/Receive button to download the selected items.
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DOWNLOADING ALL ITEMS IN A FOLDER

You can configure Outlook to download complete emails including their attachment

from the EmailHosting.com server.

1. On the Tools menu, point to Send/Receive, point to Send/Receive Settings,

and then click Define Send/Receive Groups.

Lim
Send/Receive Settings > | Define SendReceive Groups...  Chrl+-alk+5
b2 Disable Scheduled Send/Receive
= wour Financial destirey the Christian way =
aent 2:35 PM Show Progress. .
d with & Home Depat Gift card S Make This Folder &vailable OFfline

2. Click a group that contains your EmailHosting.com IMAP account, and then
click Edit.

Send/Meceive Groups

'é‘j .. A Send/Receive group contains a collection of Qutlook accounts and
G folders, ¥ou can specify the tasks that will be performed on the group
during a sendjreceive.

G

3. Under Accounts, click your IMAP account.

Send/Receive Settings - All Accounts

Arcounts W Include the selected sccount in this group Account Properties.. .
=3 ~| -Account optians
&‘

Select the options you want for the selected account
V' Zend mail items

[V Get Folder unread count

pop.thinkhost.com

=
T
mnail hostpapers. ..

Folder Options

i&‘l Check Folders from the selected account to include in sendireceivs
mail edevcafe... =1 =4 imap.emaihosting.com (" Dowinload he-aders anly
+ (vl 7 Inbox (25) f* Download complete item induding

5 attachments
4

mail dewpapers...

imap.fusemail,net

Righk click on the items in the Folder list ko select rmore options. Caneel

In the list, select the check box for each folder you want to include when checking

email, and then select ‘Download complete item including attachments’.
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Deleting Emails

When you delete an item in IMAP mode, the message is marked for deletion by
Outlook. It indicates this by drawing a line through the message. Outlook will not

actually delete the message from the server until you tell it to.

=l Sunday
= ErmsilHosting-com T SurSe4 3R

Welcome ko EmaiHosting.com ; Account Information

To remove deleted items from the server so that they will no longer appear or count

towards your email quota, open the Edit menu and select Purge Deleted Messages.

Inbox - Microsoft Outlook

! File | Edit | Wiew Go  Tools  Ackions
ijf £} Undo Delete Chel+Z Pe
m &£ cut Chrl+x i
Favori =3 Copy Chr4-C
= [y Paste el
S % Delete Chrl+D
Al rail Undelete L
= (@al Purge Deleted Messages
il =1 Mark as Read Chrl+0
=L =1 Mark as Unread Chel+L
Mark, all as Read
¥
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- Backing up your Email

To backup your email on your local computer, you can one of many features of

Outlook. Below are a few of the methods:

METHOD I: Drag-and-Drop

Select the message you want to backup. You can select multiple messages by
pressing the CTRL key. Simply drag and drop the message(s) to the folder you want
to backup the email(s). Make sure that the folder you have chosen is on a local mail

folder.
METHOD 11 — Copy folder to...
If you want to backup a whole folder, you can simply select the folder, and right-click

it. From the context menu, select Copy ‘FolderName’ (where FolderName is the name

of the folder you have selected.)

- :jim;ap. H
L Dy [ Qpen
'—-_J % | pen in Mews Window
- _.J M !
4 advanced Find...
B 5t Bl
H LA S copy "Tnbox"...

This will bring up a pop-window asking you the location where you want to paste that
folder. Select your location by clicking on the destination folder, and finally clicking
on the OK button.

Copy Folder @

Copy the selected Folder to the Folder:

= ‘c\;ff Personal Folders A oK |
:ﬁ Calendar
=] Contacts Cancel
5] Deleted Items (3)
L7 Drafts [32]
Sl inbox [G)
A8 Journal
L@ Junk E-mail [23]
o | Motes
L5 outhasx
[ Save Mails
L= Sent Items
& Tasks
o | wer &

Mew, .,

F

Have any questions? Email us at support@emailhosting.com 17



METHOD I11: Using Mail Rule

While the above outlined methods are straightforward, they may become tedious
after some time. Another way to do this would be to set up a mail rule that copies all
messages to your local folders as well. You would use the Outlook Rule Wizard to do
this. You would setup a mail rule for all messages, and the action would be to "move

a copy" to a local folder.

If you're not familiar with how to do this, here are the steps that you should follow:

= Click on Tools/Rules Wizard.

= Make sure the correct mail account is selected in the "Apply changes to this
folder" drop down menu.

»= Click "New".

= Choose the "Start from a blank rule" radio button.

= "Check messages when they arrive" should be highlighted by default. If not,
click on it.

= Click Next.

= On the "Which conditions.." page, do not click any conditions, just click Next.

= You may be prompted that "This rule will be applied to every message you
receive”. Click Yes.

= On the "What do you want to do with this message?" page, check "move a
copy to the specified folder" (do not use "move it to the specified folder".

= In the rule description box below the list of possible actions, click on the blue
text "specified" and choose a local folder. This is where copies of your mail
will go.

= Click Next.

= Click Next on the exceptions page, unless you want some of your messages
to not be copied. In that case, you can add conditions on this page.

= Type a name for the rule, "Backup Messages" perhaps.

= Check "Run this rule on messages already in "Inbox", and click Finish.

Backing up of your messages should now be setup.
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5™ Export your Contacts to EmailHosting.com

Step 1: Exporting Contacts from Outlook

To export/upload your existing email folders to your EmailHosting.com account,

simply select the folder you wish to export, and drag and drop it to the

EmailHosting.com IMAP folder tree as show in the example below:

&l Mail Folders

= 5 Personal Folders
i3 Deleted Items (3)
L7 Drafts [32]
=l [ Inbox (&)

[ iMNET Inkeractive
L @ Junk E-mail [23]
L Outbox
[ Save Mails
L= sent Items
L3l Search Folders

= =4 imap
= |.. 1 =l
[ Deleted Ikems
[ Drafts

An upload progress window will popup and once upload is completed, it will

disappear. Your folder will then be uploaded with all of its emails. It will also be

accessible via your EmailHosting.com Webmail interface.

Microsoft Office Outlook .

s |

-

Moving Folders
From Tesa' to ‘Tnbox'

25 Seconds Remaining

./.

<

|

Cancel
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Export your Contacts to EmailHosting.com

You may now export your address book from your email client. EmailHosting.com
accepts this data in CSV (Comma Delimited format). The following are step-by-step

directions for exporting this CSV file from Outlook:

1. Click on File, go to Import and Export

Inbox - Microsoft Outlook

i File | Edit Wiew Go Toos Actiors  Help

| New 3

Qpen 2

Close all Ttems

Save As,,
Save akkachments 3
¥ Folder »

Data File Management. ..

Impcrt and Expart. .,

| - T _ . _L_ L

2. Select Export to a file and click Next

Import and Export Wizard

Choose an action ko perform:

Import a WCARD File §,wef)

Import aniCalendar or wCalendar file {wes)
Import From another program or File

Import Internet Mail Account Settings
Import Inkernet Mail and Addresses

Description

Expart Ouklaok infarmation ko a file For use in ather
programs,

| Mexk = | Cancel

Have any questions? Email us at support@emailhosting.com 20



3. Select Comma Separated Values (Windows) and click Next

Export to a File

Create a file of kype:

Comma Separaked Yalues (Windows)
Microsaft Access

Microsaft Excel

Personal Folder File | pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

< Back I Mexk = I Cancel

4. You should now select the Contacts type folder (Address Book Folder) to

export and click Next

Export to a File

Select Folder ko export From:

m‘ Personal Folders &
ﬁ Calendar 1
=l Cortacts

..... 5] Deleted Items
-1 Drafts
E]--E Inbox

@ Journal

-4 Junk E-rnail
..... |5_:| MNakes

@ Qb B

[+ Save Mails
E Sent Items

= Back I Mexk = I Cancel
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5. You will now want to click on Browse and select a location to save your CSV

file on your PC.

Export to a File

Save exported file as;

| CAmyconkack, CSY | Erowse ... |

e

< Back I Mexk I Cancel

6. After clicking Next you will see a screen to confirm an Export of your Contacts

folder, simply click on Finish.

Export to a File

The Following actions will be performed;

Expart “"Contacts" from folder: Contacts Map Custom Fields ... |

This may take a few minutes and cannok be canceled.
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Step 2: Importing the Contacts to EmailHosting.com

We will now upload the contact file we just exported to EmailHosting.com. To do so,

login to your EmailHosting.com account.

1. Using the Navigation Bar, Click on Contacts

— = P
SN DWW

Calendar Contacts Storage Tasks MNotes Journal Settings

2. To the right is a picture of the EmailHosting.com
Settings Bar which lists the different pages of g4 Refresh Folders

setting options you can change. On the Settings ¥ Folder Management
E Contact Update Campaigns

Bar, click Import / Export Wizard. &3 Import / Export Wizard

3. This will open up the first step page of the wizard as shown below:

Contacts Import / Export Wizard

Step 1 = Import/Export Wizard

@ Import from email client

Select Import/Export:
'O' Expiort to email client

® &l cortacts (91 contacts)
Select Contact Folder: [ ) ) Family (1 Cortacts)

© & Friends (1 Contacts)

Zelect email client: | Microsoft Outlaok W |

| Go to Step 2 I

Select Import/Export: Select Import from email client.
Select Contact Folder: Choose the contact folder to which you want to have
your contacts imported to.

Select email client: Choose Microsoft Outlook from the list.
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4. Click on the Go to Step 2 button to go to the next screen.

Step 2 @ Upload Export
Upload File: Chmycontact.CSW

| Go to Step 3 |

5. Click on the Browse... button to locate the file where you stored the .CSV file

you previously exported from Outlook. Click on the Go to Step 3 button.

Step 4 Approve Import

import Results: Mumber of contacts inimport: 80
a ' Mumber of contactz with same name: 5

A ction to perform if we find cortacts in folder & overwrite record with exported version

with same name: {::' Inzert as new recard

Do Import How

6. Choose the action to be performed. You can either select to have your contact
items to be overwritten or inserted as new records. Click on the Do Import

Now button when you are done. You should get a congratulations message
as shown below:

Congratulations, your import has been completed! Click here to view folder

Have any questions? Email us at support@emailhosting.com 24



""‘ﬁ Import your Contacts to Outlook

EmailHosting.com allows you to export your contacts to your email client. To import

your EmailHosting.com contacts to Outlook, follow the steps below:
Step 1: Exporting the Contacts

1. Using the Navigation Bar, Click on Contacts

— — LA
S ¥ D @

Calendar Contacts Storage Journal Settings

2. To the right is a picture of the EmailHosting.com
Settings Bar which lists the different pages of g4 Refresh Folders

setting options you can change. On the Settings ¥ Folder Management
£ Contact Update Campaigns

Bar, click Import / Export Wizard. ] Import / Export Wizard

3. This will open up the first step page of the wizard as shown below:

Step 1 = Import/Export Wizard

O Import from email client

Select Import/Export:
@' Export to email client

® 3 contacts (166 Contacts)
Select Cortact Folder: © & Famiy 01 Contacts)

© & Friencs i1 Contscts)

Zelect email cliert: | Microzoft Outlook W |

| Goto Step 2 I

Select Import/Export: Select Export to email client
Select Contact Folder: Choose the contact folder you which to Export.

Select email client: Choose Microsoft Outlook from the list.
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4. Click on Go to Step 2 when you are done. This will be followed by a prompt

asking you to save the .CSV file of your contact folder.

File Download

X

»  ‘ou are downloading the file:
S J

snaip_Contacks,csy from webmail,fusemail,. com

Wiould you like to open the file or zave it to your computer?

[ Dpen ] m.ave | [ Cancel ] [ More Info

Always azk before opening this tupe of file

5. Click on the Save button to save the file.

Step 2: Importing your Contacts to Outlook

1. Click on File, go to Import and Export

Inbox - Microsoft Outlook

i File | Edit Wiew Go Toos Actiors  Help

Mewy 2
I Open 3

Close all Ttems
] Save 4s..

Save akkachments 3
| Folder 4
t Drata File Management. . .

Impcrt and Expart. .,

- T _ . _L_ L
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2. Select Import from another program or file and click Next

Import and Export Wizard

Choose an ackion ko perform:

Expart to a File

Import a WCZARD file {Lwveh)

Import an iCalendar or wCalendar file {wes
Imnpiark From anokher program o File
Import Internet Mail Account Settings
Impart Inkernet Mail and Addresses

— Description

Import daka from ather programs or Files, including
BCT!, Lotus Organizer, Personal Folders (L PST),
Schedule+, database files, text files, and others,

= Back I Mexk = I Cancel

3. Select Comma Separated Values (Windows) and click on Next.

Import a File

Select file bype toimpart From;

. ACT! 3., 4.3, 2000 Contack Manager For \Windows A |
R 2 Zomma Separated Yalues (D =
Wif Comma Separaked Yalues (v

Lotus Crganizer 4. |
Lotus Crganizer S5.x —
Microsoft Access
Microsoft Excel
Personal Address Book,

L

< Back I Mexk = I Cancel
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4. Click on the Browse... button and select the file you saved from

EmailHosting.com. Click on Next.

Import a File

File o import:

| C:hemail_Family. cav | Browse .., |

Options
™ Replace duplicates with items imported
% pllow duplicates to be created

™ Do nat import duplicate ikems

< Back, I Mexk = | Cancel |

5. You should now select the Contacts type folder (Address Book Folder) to

export and click Next

Export to a File

Select Folder ta expart Fram:

m‘ Personal Folders )
ﬁ Calendar 1
@ Conkacks

----- @ Deleted Items
-7 Drafts
&L Inbox

@ Journal

-3 Junk E-mail

..... | Motes

L3 outhox =

[+ Save Mails

< Back I Mext = I Cancel

6. Click on the Finish button on the next screen to begin the import.
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