AnswersThatWork GroupWise Address Book

Exporting a tab from a GroupWise address book,

and importing it on another.

Exporting the GroupWise address tab

O Open the address book from which you want to export address tab(s). If you

require to export the entire address book, make sure that no individual address
tabs are selected. If you require to export a single specific address tab or a
selected range of address tabs, select the tab(s) now so that they appear
highlighted.

|:| Click on the File menu and select Export, the ‘Export Question’ dialogue box now
appears on screen.

Export Question ﬁ

Do wouwant to export the address iterns that are currently selected or
expottthe entire address book?

|§§ntire Address Book... i Selected Hems... 1 Cancel i

O If you are exporting the entire address book, click on the Entire Address Book

button. If you exporting a selected range of tab(s), click on the Selected Items
button. You will then be prompted with the ‘Address Book Export dialogue box.
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Address Book Export

Save in: i»‘.‘] Temp

In the Save In box, select a <drive><directory> in which you require to save this file. If
another ‘in house’ user is going to pick up this file in order to import it to their address

book, save the file on a shared directory on the network. This will save sending the file
as an attachment, to the required in house user.

In the File name box, type in a name in which you want to assign to this file, clicking on
the Save button once completed. Note that this file will assign itself a .NAB extension

(Novell Address Book).

File name:

Sawve as type: iNDveII Address Book .:.; Camasl ’

O This file has now been created and is ready to be imported, but beforehand the
end user must be able to access it. Send this file as an attachment, if the user is

not in house.

Importing the GroupWise address tab

|:| Open the address book in which you want to import the addresses into.

O Click on the File menu and select Import, the ‘Address Book Import’ dialogue

box now appears on screen.
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hgsressBookimpor |
Look in: iﬁTemP \ _'__I Eﬁ l_

In the Look In box, scroll down and select the file with the .NAB extension which holds

the relevant information you require to import into your address book.

File name: I B

Files of type: INDveII Address Book LI el |

O The specific address tabs will automatically now import into the selected Address
book.

|:| You're done.
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