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Introduction

This document is for those who wish to import Outlook Contacts information into GotMail?. ITS
recommends GotMail? for accessing NJCU Email from any computer with access to the Internet and an
Internet browser!. However, GotMail? is not a replacement for nor does it supersede the use of Outlook.

Adding a GotMail? Contacts from Outlook

If you are currently using Microsoft Outlook, you can transfer your Contacts information to GotMail? by
following these step-by-step instructions:
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This action will open a special dialog
window, called the Import and Export
Wizard (next image), that will step you
through the export process.
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! Use Internet Explorer 6.0 or Firefox 2.0 for access to GotMail> Other browsers may work but have not been verified by ITS.
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2. Inthe Import and Export
Wizard dialog window, select
“Export to a file” in the “Action
to perform:” box.

3. Click Next >

Import and Export Wizard

Choose an action to perfarm:

Export ko a File

Import a WiAR (o)

Import an iCalendar or wCalendar File (.wes)
Import From another program or File

Import Inkernet Mail Account Settings
Import Internet Mail and Addresses

Description
Export Outlook information to a file For use in other
programs.
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4. Select “Comma Separated
Values (DOS)” as the file type.

5. Click Next >

Export to a File

Create a file of bvpe:

Carmma Separated Values (DOS)
Zomma Separated Yalues (Windnu%
Microsaft Access

Microsoft Excel

Personal Folder File (.pst)

Tab Separated values (D0S)

Tab Separated Yalues (Windows)

< Back ” MNext = ]l Cancel

6. The next dialog screen asks for
the Outlook Contacts folder to
export. Select the appropriate
folder.

The example on the right shows an
Outlook Contacts folder that has been
divided into groups according to
association to the University.

You can gather a group of contacts to
transfer by copying them into a sub-
folder. In this example, “MyContacts”
contains copies of addresses to transfer
to GotMail?. It will be deleted after the
transfer.
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7. Click Next >

Export to a File

8. Enter a name for the export file.

Save exported File as: i
This example shows, “My Contacts” MyContacts|
as the name of the file to export to.
You can use any name that makes
sense to you.

9. Click the “Browse” button to
select where to deliver the file.

This action will open the file browser
dialog window. (next image)
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10. In the Browser window, click the - s panezucta
“Save in:” option down-arrow -
(circled). Browse — ¢
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12. Click the OK button. Sowe | ZERLNG
it | Qe oo sk ) "
(ChMusic B MICU Files
(i My Data Sourg (25 ghost rider sk
My eBooks |3 FTP Locations
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A
File name: pyContacts I O |
| saveastrper | comma Separated values (DOS) (*.C5¥) [~ Cancel QW
Export to a File

The Export to a File “Save exported

file as:” box is now filled in with the SR apeE LS

directory information as well as the ngsijrelascolbestiopiity Contacts C5¢

name you typed in previously.

13. Click Next >

< Back “ Mexk = l[ Cancel
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14. Verify that the box next to the
action is checked.

15. Click Finish.

Export to a File

The following actions will be performed:

Expoyt "Conkacts" from Folder: MyContacts

Map Cuskom Figlds ...

This maw take a few minutes and cannot be canceled.

l < Back ” Finishkjl Cancel

The export file will appear on your
desktop.
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Date Modified: 473072007 3:36 PM E-IT
Size: 4.97 KB

16. Using your browser, go to
GotMail? and login.
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17. Click “Contacts” (circled),
available from most GotMail?
pages.

robinson@njcu.e %

@ Mew Message @ et Mail Fird }( Delete  [v | Mark as |
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18. Click the “Import from robinsoni@njcu.edu  Contacts

Outlook™ button (circled) on the
Contacts toolbar. Eack to List |jE’| Mew Message Impark ntau:ts >< Delete
. . robinson@njcu.edu  Contacts
19. In the Import dialog box, click
the “Microsoft Outlook [ .
. Back ko List Back to Address book, MNew Message
2000/XP/2003” radio button. -
Step 1 of 2: Select Application

Use Import ko copy your contacts from Microsoft
Outlook, Microsoft Outlook Express into your
MailBee WebMail contacts list.

20. Click Next >

Select the application that wou wank to copy wour
conkacts from:

%icmsoft Cutlook, 2000/%P/2003

jcrosoft Outlook, Express &

robinson@njcu.edu  Contacts
21. Click the Browse button to select
the ImpO rt file. [EBack to List Back to Address book |j3| Mew Message
This action will open the file browser Step 2 of 2: Select File

dialog window. (next image)

Use Import to copy your contacts from Microsoft
Outlook, Microsoft Outlook Express into your
MailBee WebMail contacts list.

Select the file {C3% Format) that you want ko import:

Brows?...

! File Upload

22. In the Browser window, click the : :
“Look in:” option down-arrow Lok in: | (2 Desktop (") i g
(circled). ) alpha ‘-—*"gyitﬁcent Documents h InFa.bxt
[ o J}Tj}l%pute[ ks 25y
23. Select “Desktop” from the list. 0N " 3 Floppy (4] _
BIFash| o Local Disk (2] sbsite
@IFYOS ) pyD/CD-RW Diive (D) Mail
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&) AP | S Users an napp (U] bMail Login Page Draft #1
[51T5 5h S pvelazco on 'nappilUser [+) bMail Login Page Draft #2
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File name “J MJCU Files
& My Metwork Places )
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24. Search through the file listing
and select the exported file you
created.

This action will place the file name in
the File Name box below.

25. Click the “Open” button.

File Upload E]
Lock ir: | [E Desktop *| O T 2 [T

[Z] alphaville - Farever Young (lyrics?. bt EJ Marratech Info.kbxt

lg) Communications Policy Research JEEMy

|2 Documents (jvelasco) =g MAS Docs
lg-) Flash Video Services g.-New ITS wehsite
57 FY05-09 Trends I8 new webMai
[a3HD Stats FYO6 [BIN10U Survey System Login Page
) MaP Issues and Motes {8100 webMail Login Page Draft #1
|33 175 Strategic Research {8100 WebMail Login Page Draft #2
<] B
. |
File narme: MuContacts C5Y Il
Files of twpe: | All Files |

The import file location and name will
now be in the import file name box.

26. Click the “Finish” button.

robinson@njcu.edu Contacts

Back ko List Back ko Address book |j3 Mew Message

Step 2 of 2: Select File

Use Import to copy your contacts from Microsoft
DOutlook, Microsoft Outlook Express into your
MailBee WebMail contacts list.

Select the file {.CSY Format) that you want o import:

C:ADocuments and Settingzhjvelasc EBmwse___E

Fozl

In a few seconds the file will be
imported. There will be a message
verifying the import and total number
of addresses imported.

27. Click the OK button to return to
your Contacts page.

28. Continue working with GotMail?
messages, or logout.

robinson@njcu.edu  Contacts

Back ko List EBack to Address book |j3 Mew Message

vou have imported 14 new contack(s) into your contacks list,

Help & Related GotMail? Documentation

For help or additional information regarding importing contacts from Outlook to GotMail?, please
contact the university Help Desk at helpdesk@njcu.edu. Send comments and suggestions regarding this

document to comments@njcu.edu.

Additional GotMail? documentation can be found on the ITS website Support page,

http://www.njcu.edu/dept/its/support.html#webmail
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