Creating A School Address Book

Directory Servers and Remote Address books should be
created before creating a School Address Book

1. Click on the contacts button.
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2. Click and hold on configure in the

menu bar and select Address
Books.
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Click OK

5. Click on the Contacts Button

6. Click and hold the mouse on the

Books Button. Your new address
book will appear.
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Adding Names To Your New Address Book

1. Click and hold the mouse on the Books Button.
Select the Address Book from which you will bg
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taking most of your names.

Foothills majority are in mail4

Hold the shift key down and click on all of the
names of Foothills personnel.

Click on Edit in the Menu Bar and select Copy or
OCommand Key and CO.

You have now copied the needed names from
mail4 and you must now paste them into your
FMS address book.

3. Click the mouse on the Books Button and
select your FMS address book.

Click on Edit in the Menu Bar and select
Paste or OCommand Key and VO.

The copied names will now be pasted into
your FMS address book.
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Note:
Rick Williams--maill

Nancy Mowat--maill

If you have school personnel in other mail
centers--maill, mail2, mail3--you must
repeat the process and copy those people
into your FMS address book.
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Exporting An Address Book

The address books that you create can be exported so that others may
import and use them.
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The file will be save to your computer © FMS.1dif



Importing an Idif Address Book File

1 .Click and hold on File in th

Menu Bar and pull the
mouse down to Import.
Slide the mouse over to
Contacts as LDIF File...

Export

Contacts as LIF Fllg.

2. A dialog box appears asking Bl Desktop

you to find your file.
In this case the file was
saved to the computer

desktop.

Click on thefile (Foothills
Staff .1dif)

Click onOpen

3. Select Destination dialog
box now appears.

We will Create a new
Address Book.

Click theNew Addres
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