WHEELING JESUIT UNIVERSITY
INFORMATION TECHNOLOGY SERVICES

Google Apps: Introduction to Contacts

{= Wheeling Jesuit University contacts - mencer@wju.edu - Windows Internet Explorer

&l
"Q_"}”‘C_}" - mhttps:,l’,l’www.google.com,l’contacts,l’a,l’wju.edu,l’?tab:mc V| & ([ X |Live Search | Pelhe
File Edit Wiew Favorites Tools Help
————————————— - — i ¥
i} ke [Bglv ] wheeling Jesuit Univer... ]';.' Wheeling Jesuit Uni... 20 [[‘_T| Wheeling Jesuit Univer. .. l';.' Google Apps l l @ b @ @ h @Eage - -.@' Tools ~
Start Page Mail Calendar Documents Contacts mencer@wiju.edu | Help | My Account | Sign out
D
|"'\ Search contacts |
+2+a Import | Expart | Print
My Contacts N Select: All, None
' FEdt || & Groups ™ W Delete group
All Contacts 0 My Contacts
Most Contacted 0 Mo contacts
My Contacts is a place to import, store and view all of the contact
information that's important to you. You can also create your own groups
of contacts to easily email many people at once.
Missing someone?
It's easy to add frequently emailed people to My Contacts using our
suggestions.
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Enter the contact’s Name and Email address.
You can enter additional Email, Phone, and Addresses; as well as a note for Home, Work, Mobile, etc.

Be sure to click Save when complete.
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Click on the “Add Group” button.
Notice the Security Warning across the top of the page; just below the tabs.
In Internet Explorer, you may receive a notice about “Scripted Windows” needing to be allowed.

Click on the Security Warning bar, and select “Temporarily allow scripted windows”.

Click on the “Add Group” button again.

Explorer User, Prompt

X
S eript Prampk:

YWhat wiould pou like to name this group?
Cancel
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Click the “Browse” button to select the appropriate CSV file with your addresses.

If you like, you can create a new group and add all the addresses in the CSV file to that new group, by checking the box on
the screen.
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Click on the Tools menu and select the Export option.
Change the “Save as Type” drop down menu to “Comma Separated”.
Select a folder to save the file in.

Enter a File name; make sure the file name ends in “.csv”.

Click Save.

Export Address Book
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