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Importing Your Contact List into Ecard

When you are in the Sendwindow of the e-card editor, you will need to put the email addresses of all the
people you wish to send the card to into the To address box. When you are using your email package these
accresses can easily be found by using the contact list whic lists the names of al the people you normally

contact with along with their email addresses.

The ecard editor can import the contact list from your email package so that you can use it to put the email
addresses of recipientsinto the To box. This makes sending e-cards much easier.
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There are two steps to getting your email contact list into the ecard send window. [ Catendar

1. Export the contact list from your email package.

2. Import thislist into the e-card facility.

Exporting the Contact List from Your Email Package

If you use Windows Live Maithen you can export your contact list as follows.

1. Start up Windows Live Malil
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2. At the bottom, left corner click on Contacts(see picture above at the | eft). ‘S | | ];iﬂ

3. At the top at the right of the window click on Export

4. On the dropdown menu click on Comma separated values

5. The window shown below at the left appears. Click in the box labelled
Save exported file ato put the cursor into it.

6. Click on the Browsebutton and browse to find alocation where you wish to store the file containing the
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contact list. (A good location ison the desktop.) In the box labelled File nametype the name to use

as the name of the file (eg, my contacts.txt).

7. Click on the Nextbutton. Under the caption Select the fields you wish to exponiselect all the fields

except Nameand Email Address
8. Click on Finish.
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Save exported file as:
C\Users\Doug\Contacts\Desktop\my ¢ | Browse... |

| Nex> Cancel

Select the fields you wish 10 export:

T |

[ Last Name

[ Middle Name

2] Name

[ Nickname

7] Email Address

[ Home Street

[ Home City

[ Home Postal Code

[ Home State

] Hame Countru/Renion

<Back [ Finish | [ Gancel

Y ou should now have afile (such as my contacts.t)tstored on the desktop or wherever else you chose above.

We will now start up the E-card facility and import the contact list.



Start Up the Ecard Facility and Go To the Send Window o 3&\@
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Start up the ecard facility by clicking on the Ecard Tilein the Penticton R s o i s,
Seniors’ Computer Clubomepage, the Login window appears (the picture % yowre i member e fel o
at theright). Typein your given naméollowed by your surname initialand el

your ecard registration numberThen click on the Edit Ecardbutton to go
to the Selection Screen ot st et e b it e et et e

nter your formation then click on the Edit Ecard button to create or edit
an ecard. Your ecard registration information consists of your given name and surname initial
and a four-digit number assigned to you when you registered for ecard use.

In the Selection Screedick on the Ecard button then in the General e

Screertlick on the Sendbutton. A message will appear indicating that you | o '
should name the ecard. Since we are not going to actually send a card at this time, ignore this message.

Welcome to the web page that lets you create and send e-cards to friends and relatives. Page: [T V] save E-Card: Cards: [Ssecicariv] E-Card Name:| | e s ] (o
If this 00 smal computer screen, hold the Ctrl button down and use the scroll wheel (between the left and right buttons) on _Prev| New
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Y ou should now bein the Send Screen

Page: 1 ~ Email From: Email Subject: AnE-CardforYou. Contacts:
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— to view your e-card.
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Please make sure your computer volume is
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Email To: Msg: to a reasonable volume.
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Y ou are now ready to import the contact list from your email package. Do the following.

1. Double click on the name of the file containing your contact list (likely my contacts.txbn the desktop).

2. Notepad should start up with the contact list showinginit.

3. Highlight all of the text and while holding down the Ctrl key, depress the C key. This copies the
contact list.

4. Click on the Email Totext box in the Send Windowo put the cursor there.

5. While holding down the Ctrl key, depressthe V key. This should put the contact list into the text box.

6. Click on the Import Contactsutton.

If you now click on the down arrow in the list box under Contacts all the names in your contacts will be
listed. If you click on any of them, the corresponding email address will automatically be added to the Email
Tobox. Of course, you can always type an email addressin the box if the personisnot in your contact list.
To clear the Email Tobox, click on the Clear button.



