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Create and import Mail Group (Contacts)
Ver: 1TSC2025032501

1. ThEg Function
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Create email groups(Contacts) and import email addresses in bulk
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Import email addresses Note that the maximum number of email addresses for

staff is 600 per group, and the maximum number of email addresses for students

is 100 (the total number should be less than 600)

2. #4E Operation
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[HAAN]

After logging in to Tencent Mail web version, please click [Contacts]

- Compose

—_d

- Receive

Mr. £

N<st I@uic.edu.cn>

Homepage | Set - Change skin | Link to WeChat

2

Personal Directory

| | Contacts

Al Contacts % |

S

Corporat

Inbox

[ T WP [ Y |

Contact grouping

All Contacts
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In the personal directory, click All Contacts , click New

+
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Enter the mail (Contact) group name, eg.mxx 2018

New Group

Contact group name:
(4

I M’ 2018 3

Existing contacts:

m Company Public Email group

annieye -
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E cine

Dr. 1

Eve

B Joe
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Click OK
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After creating an email group, select Export Contacts Template from the

[Tools] drop—down menu
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Personal Directory Corporate Directory Public Directory Search All Conte

m 18 | 3 | Add a mail group || Edit Group [ Tools ~ ]

Import from Other Mailboxes
%mpoﬂ Contacts

Export Contacts

Merge Contacts

Yc ne.

Intelligent extraction contact
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From the Exported drop—down menu, select your new mail group, eg.mxx 2018

Choose a CSV format, click determine:

Export contacts

determine | cancel
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Currently the export template only supports the Chinese version, and the

required fields are [Name] and [Full Email Address]
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Other information can be filled in as needed
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After filling in the information in the template format, return to the mailbox

system page and click Import Contacts
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Import from Other Mailboxes
T | Import Contacts

Export Contacts
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Select the file in Excel (CSV) format that has filled in the information and

needs to be imported

Import contacts

orfing | $EEMAE | mad_2018.csv /

o
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Support importCSV(*.csv)orvCard(* vef)Format file
mportto: | mad_2018 = K

determine ‘ cancel

s E

Click determine
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After the import is successful, you will be prompted whether you need to send

an email notification to the contact.
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s contacts are imported and friends are notified.

Imported into Tencent Exmail Contacts.
Now, you might as well email these contacts and tell them your new contact information!

Select Friend to Notify:

Import 1 contact(s) in total

BIAN Zigin <m730027001@mail.uic.edu.cn=

BPOEFA KRR
It is recommended to choose not to send emails [No Notify]

s Subject:

| am using Tencent Exmail.

Notification Body:

Hello, I have been using Tencent Exmail recently. Please send emails to f

Send \ No Notify \
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After the creation is completed, click the Recipient when sending emails,

select the created email group to send emails to the contact group

Add toRecipient

BIAN Zigin<m/730027001@mail.uic.edu.cn>
enterprise public Mailing group 3
- [ mad_201e -
Bl Tigin (]
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To update the mail group again, go to [Contacts], select the mail group, and

click the Edit button

4 Compose Personal Directory c
+ | Receive
| | Contacts —=p | All Contacts | % ‘]
Inbox(1) Contact grouping ke
Starred Email \QII Contacts
notice | mat 2018
Draft(18)
Other contact

The End.

Prepared by ITSC
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