N-TOWSON UNIVERSITY

Webmail Powered by Google S
Importing your Contacts from Tiger WebMail Google

OTS PUBLICATION: WMG1 e REVISED 9-16-08 ® TRAINING@TOWSON.EDU ® OFFICE OF TECHNOLOGY SERVICES

0 =Shortcut 6=Advice 9=Caution

GettngStarted
You can import contacts from f':l vangty of sour.ces into yogr Webmail 1. Save Tiger WebMail
Powered by Google account — including your Tiger WebMail contacts!

contacts.
When you upgrade to Webmail Powered by Google, if you have any 2. Extract .csv ﬁle._
entries in your Tiger WebMail address book, their names, e-mail 3. Import -csv file into
addresses, and phone numbers will be sent in an e-mail attachment Webmail Powered by
to your new Webmail Powered by Google account. Google.

In a few steps you can import them into your new account!

Only contact names, e-mails, some phone numbers, and some notes will be imported. You will need
to enter additional contact data manually.

Figure 1
Save your Tiger WebMail Contacts ikt o [ e | oo | [ 5 | i o
1. In your Webmail Powered by Google account, locate the e-mail Exported Tiger WebMail Addressbook insox |x
Studen show details 2:20 PM (2 hours ago) ﬁ 4+ Reply | *

with this title, "Exported Tiger WebMail Addressbook”

2. Click on the Download link (Figure 1, 1).

As part of the upgrade to your new Webmail Powered by
Google account, attached are the exported entries from your
Tiger WebMail addressbook. You can import this CSV file from
within the Google interface. Documentation on how to import
this CSV file is available at http/fwww towson.edu/
adminfinance/ots/trainingdoc/shr25-webmail. asp. If you have

3. In the File Download dialogue bOX, Choose Save. SaVe the ﬂle any questions, contact Student Computing Services at

your desktop. The file name will be in this format:

usernameaddresses.csv.

410.704.5151 or scsi@towson.edu.

to a location you use frequently — we suggest saving the file to
0 aeinst1-addresses.csv 4)
1K View Download

1. Log into Webmail Powered by Google.

2. Click Contacts
(Figure 2, 1).

3. Click Import
(Figure 2, 2).

4. Click the Browse button, locate and double-click on the file you saved
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in this format: username-addresses.csv

5. Click the Import button.

6. Click OK.

Your Tiger contacts should now be available through the Contacts link.
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