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Purpose

This document is designed to guide ANUmail users how to import contacts into Microsoft
Office 365 (Office 365) using Outlook Web Access (OWA).
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Importing contacts from ANUmail into Microsoft Office 365

using OWA

1.

EXPLORE ANU » A-Z INDEX »

g ﬁu?trali?n
NS ational
g2~y University

Navigate to www.anumail.edu.au and log in using your ANU ID and password.

SEARCH ANU

Information Technology Services

ANU Email

Allows you to access your ANU email account from any computer
connected to the internet, either on or off campus.

e
Username: a212808
Password: eeeeescscece
English >
SignIn

Server m1

Updated: 10 April 2012 / Responsible Officer: Director, ANU IT Services and Chief Information Officer

Contact ANU Campus Map Disclaimer Freedom of Information

Copyright

Privacy

+61 261255111
The Australian National Univ
CRICOS Provider: 00120C

Canberra

N : 52234 063 906 ¢ M EMBE

%, GROUP OF EIGHT

Help with ANU Email

Online

DOI Helpdesk

Log ajob online and check on
your requests.

Over the Phone

6125 9666 or ext. 59666

(ask for ANU web mail support)
8am-6pm Monday to Friday

/ Page Contact: IT Services

J1ARU

2. Select Address Book from the bottom left corner of the screen

Inbox

@ Getman g wrte

& Subject From

a212808@anu.edu.au [Staff.all] Kids® End of Year Party Stafflist Coordinator
Wa Inbox (174)
i Trash (5)

sent (52)

Drafts
@l spam (6)
y TestFolder1(11)
J TestFolder 2 (1290)

)

Stafflist Coordinator

[Staff.all] On Cam|

ember [staff]
Peter Hendriks

go00oO0oOoDooOoc

Lachian Blackhall

Want to read one of the messages?
Just click on it to view it here on 2

Calendar
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= calendar
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\ddress BOOK (@uu—
Options

10:14 AM
11116112 06:31 AM
1114112 10:25 AM
11714112 06:55 AM
11109112 12:11 M
11109112 11:05 AM
05/01/09 12:08 P

05101709 07:10 AM

¥
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3. Select the contacts you would like to export or tick the box next to Display Name to
select all.

Personal Addre...

iy New Contact &3 New Group 0 Delete /4 Compose Mailto £l Copytow () Print v

Y~ 3 contacts selected

ww\
test contact Select all
t&twntau

Select individually

test contact3

4. Right click in the contacts area and select Export from the menu.

Compose Mail to...

Invite to a new Event...

Delete

Print
Export

5. Select Microsoft Outlook CSV from the Export Contact dialog box.

%)
Export format vCard3.0 E]
Export all (s) Export se|  vCard3.0
vCard2.1
Mozilla/Thunderbird LDIF
Microsoft Outlook CSV _—

6. Your Internet Browser will prompt you for an action to do with the downloaded file.
Select Save File on Mozilla Firefox or Save on Internet Explorer or Google Chrome.
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7. Navigate to http://outlook.com/owa/anu.edu.au and log in, using your username and
password, to the Microsoft Office 365 Web App.

Your logon credentials for OWA are in the following format:
* User Name: forexample u1234567@uds.anu.edu.au

* Password: your ANU password

8. From the OWA home page select Outlook located at the top central area of your
browser Window.

L3 6ice 365 Home Outlook TeamSite e boL
Nov
2]
21
Start here
1. Get an overview of Office 365. Watch <
2. Leam the basics. Read the 0. i
Home | Outlook | Team Site
Outlook Resources
Read email and access your Outiook calendar, contacts, and tasks S
Lync .
Use Lync for instant messaging, audio and video calling, and online mestings.
astal Lyne
Team site
Collaborate on documents and share information and ideas using Sharefoint.
BNy sign out | Trainingl7 DOI -
53 Office 365 Home  Outlook  Team Site 9 ] g \
Mail > Inbox 174 Items Options = @ -
4 Favorites Filter + View ~ z . .
o Inbo (171 JPNS0000: summer course: Japanese law and
[ x (171
o . .
[ Unread Mail (153 - society
=) SentItems (52 - onver =
wo Weeks Ago : = Peter Hendriks [peter.hendri @ @ A& sdions-
4 Training17 DOI 3 test message from school of humanities = o
22 Inbox (171 Mail Delivery System 11/14/2012 =M
(2 Drafts /1 JPNS0000: summer course: Japanese law and s... g
3 SentItems (52 Peter Hendriks 11/14/2012
> @ Deleted Items . . - To help protect your privacy, some content in this message has been blocked. If you're sure this
= of Pro Vice-C (Resear... o message is from a trusted sender and you want to re-enable the blocked features, click here,
(@ Junk E-Mail ve 11714/2012
e JPNS0000 » Forums » News forum » summer course: Japanese law and
> 08 Search Folders Ag y
. B3 Test Folder 1 (11 i1 What's On at ANU 9 November [staff] sodiety
3 Test Folder 2 Stafflist Coordinator 11/9/2012 summer course: Japanese law and society
4 Kids' End of Year Party by Peter Hendriks - Wednesday, 14 November 2012, 01:21 PM
4 Contact List Stafflist Coordinator 11/9/2012 For those of you looking for something to do over the summer, there is
Your privacy settings have been this course: ASIA2032 Japanese Law and Society. It will count towards
changed. Please sign in to IM on your D the Japanese studies major. There is also a LAWS version of the course
déskmpm com.plﬂet.he = o 3 Monthly Canberra BusinessPoint News Letter - L.. 0 . . Jor-
you're already signed in, please sign ~ 200 if you want it to count towards a law degree.
tut, and then sign back . Learn more amaccormack@deloitte.com.au 5/1/2009
4 Thankyou This course is conducted intensively over two weeks. Classes will run
Lachlan Blackhall 5/1/2009 9am to 3.30pm on -
1 RMS - Problem creating pdfs of applications
David Lewis 4/28/2009 10-13 December
i rsh.information Digest, Vol 21, Issue 4 17-20 December
£ mail rsh.information-request@anu.edu.au 4/28/2009
More info on studyat.
R i1 Your Xanga Subscription Digest [r—
Calendar xanga-subs@xanga.com 4/27/2009 Regards
B3 contacts i InnovationACT Running Sheet 30th April
achlan Blackhall 4/27/2009

:Z Tasks

Peter Hendriks

Select Contacts
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10. Select Import located in the central area of the screen.

Daémfﬁce 365 Home Outlook Team Site sign out ‘ Training17 DOI m:‘ -
Contacts > 0 Items W8 Find Someone Options ~ 0 M

Show: New~ X [~ View- & Import.. Forward

@ all Search Contacts L .y

© People

® Groups There are no items to show in this view.

4 My Contacts
(85 Contacts

New ~ X G~ View~ 2 | Import...

11. A new window will open. Browse to the location of the contact file that you
downloaded and saved in Step 6.

Import Contacts

Import your contacts from an existing e-mail account

Step One: Export a CSV file from your existing e-mail account. Learn more

Step Two: Select a CSV file of contacts to import (Example: name.csv).

Browse_

When you finish, your contacts will appear in your Outlook Web App Contacts folder.

= Next K Cancel
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12. Check the contacts pane to verify your contacts were imported successfully.

Import Contacts o
Congratulations! Your contacts were imported from "contacts.csv".

Contacts imported: 71.

«/ Finish




