Importing the District Email Address Book

1. Open Thunderbird — Click on Address Book
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2.Delete your old district address book by selecting it and clicking on the delete button.
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*** You Must delete the previous district address book. Failure to do so will cause problems when

emailing groups***

3.Start the import process by selecting the Tools Menu and then Import
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4. At the Import Address Book Wizard Select the radio button for Address Book and Click Next
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This wizard will import mail messages, address book entries, andjor
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once they have been imported, vou will be able to access themn From
within Thunderbird Mail andfor Address Boak.
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5. Select Text File (LDIF, .tab,.csv,.txt) and Click Next
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Please select the program From which you would like bo import:
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: Texk file (LDIF, Jtab,

Import an address book From a text File, including: LDIF Idif, 1di),
tab-delimited {.tab, .txt) or comma-separated {.csv) Formats.
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6. Enter g:\pdata\Address Book\District Staff 07-08.1dif in the file name box and Click Open
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7. The import process will begin and take about 1 -2 minutes to complete
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8. After it has finished importing click on Finish

Addresses successfully imported From Texk file (LDIF, tab, .csw, ExE)
Imported address book Diskrict Staff 07-03

9. Your new address book should now be installed. The names and groups in the address book are
based on school rosters generated between 8/24/07 and 8/29/07. Any information that is in error
should be immediately reported to will@d231.rochelle.net.
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-l Central 15t Grade =l Amanda Janczak

. HCentral 1st Grade =l Amber Goluszka

- Central 2nd Grade Ay Hayden

—f Central 3rd Grade “=iAndrea ORsilly

- Central Sth Grade &=l Aneda Ebert
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|2=Beth Larson

|2 =/ Betty Chadwick,
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