Importing an Entourage Address Book

Connect to the Foothills Common Server.
A foothills.txt file (Foothills address book) can be found on the Foothills
Building Server.
Connect to server found in the Go menu.
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Type: fms.wsd.wednet.edu in the Server Address box.
Server Address:

fms.wsd.wednet.edu

log-in with your user name and password.
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The foothills.txt file is found in the Staff folder.
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Deleting the existing Foothills names.
1.  Open Entourage

2. Click on the Address Book Button

Address
Book

3. Delete all of the existing Foothills addresses.
You must leave your own name.
Select all of the Foothills names--then hold down the Apple key and click on
your own name. (This deselects your name)
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Click on the garbage can icon...
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You have now deleted the existing Foothills names.
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Importing the new address book.

1. Click the mouse on File in the MenuBar and select Import.

Export Contacts...

2. A dialog box will open.

Select Import information from a text file.
What would you like to do?

N
./ Impart information from a program
) Import information from a text file

:,, Import holidays

3. Click the right arrow at the bottom of the dialog box.
411k

4. In the next dialog box choose:
Import contacts from a tab-or comma delimited
What would vou like to import?

() Import contacts from a tab- or comma-delim

i Import messages from an MBOX-format text

5. Click the right arrow at the bottom of the dialog box.
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6. Navigate to the foothills.txt file.
Click on the Foothills Common Icon in your sidebar (left side of screen)
% Network
. Station 7-1

:
"% Foothills Com... |{
|

Page 3



Click on Staff (or double click on staff) and select the foothills.txt file.
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Click on the file and then on the Import Button.

|

The Import Contacts dialog box will open.
Click on Import (found at the bottom of the dialog box)

oo It CoALIcTs
bpldy peng- | Autsrats Reppesg
My = ) Tt 1Pl Eirraigeacad T EADini Srkds
EFnlmudmer i Pl OIS SOOI ﬂ'lllrl' CZa FRaT L T
- 5 Mgl Pty [slen. o il o POyl 4
Ehﬂﬂm‘ﬂﬂllb Hatey bais rancerg. ordg e Fedd 1o oa rea
Pl Pomiymiatisy Lall potla (et Magied] Pl Bl

i L %

e L Res ) mecers 2 ol 46

Ml ggered Brlch Ly Fpicds.

Feul Mers u Feul M m
{ L Pt [g) vt e

Titse gt

=T

[t ]

Lomgary

Jeit Tk

Crei
| Work Sirewt Addema

Wiort Tty

Work SEste :

(o) Comean)

Your own name should appear twice.
Delete one of your two names that appear in the new book.
Select the one without the little icon attached to it and click on the trash can
icon.
% Rick Williams
"‘-}é Rick Williams

You should now have a new Foothills address book.

Remember: You will need to adjust any Foothills group that
you might have created.

Page 4



