BOL Address and Calendar Export Instructions

Address book

1. Loginto the BOL Web Client http://email.uc.edu
2.

Webman for Maggie Srudnickl - Windows

From the main page, select Address Book from the selection on the left-hand side (Pic1)
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http://email.uc.edu/

3. On the address page, select Import/Export at the top (pic 2)

4. Press Export now
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5. Select save file

File Download @

Do you want to open or save this file?
ﬁ;‘a’j Name: addrbook.csv
: Type: Microsoft Office Excel Comma Separated Values File

From: email.uc.edu

[ Open ] [ Save I l Cancel ]

While files from the Internet can be useful, some files can potentially harm
your computer. If you do not trustthe source, do not open or save this file.

9

6. Select where you want to save the file

Save As @@
Savein: | () My Documents v ’ « W5 b
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7. Find the file addrbook.csv and import it into your new email client
a. In Outlook, Select File, Import and Export, Import Internet Mail and Addresses, Comma
Separated Values (Windows), Browse for addrbook.csv.



Calendar items export
1. Loginto the BOL Web Client http://email.uc.edu
2. From the main page, select Calendar from the selection on the top(Pic1)
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http://email.uc.edu/

3. Select Import/Export from the left-hand side

Calendar for maggie Srudmckl - Windows mtecnet Laplorer
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4. Press Export

Calendar for maggie Srudmckl - Windows mtecnet Daplorer
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5. Select Save

File Download 8]

Do you want to open or save this file?

Name: brudnim.vcs

Type: vCalendar File, 957 bytes

From: email.uc.edu

[ Open ] [ Save J Cancel

[V] Always ask before opening this type of file

A While files from the Internet can be useful, some files can potentially harm
@ your computer. If you do not trust the source, do not open or save this file.

6. Select where you want to save

7. Open Outlook, Select file, Import and Export, Import an iCalendar(.ics) or vCalendar file (.vcs),
select Next, Find your file (change the “file



