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Create and import Mail Group (Contacts)

Ver: ITSC2025111401

1. Th&E Function
(1) B 7 EE B AF 73 4 T 2 N BBtk
Create email groups(Contacts) and import email addresses in bulk
(2) FHEAFHBEFE R, BRI FT i R A e 2 /2 600 A, AR RIRAT b 55 22 72 100
A CREE/NT 600 )
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
(1) &I FE M s, mad [BRRA]

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

Mr. £ N<st |@_-u_cn>
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Q) ENMNHEZF, A All Contacts , Mg

In the personal directory, click All Contacts , click New

-+

Y

(3) Fy ANMBALE S HAAFR, )40 mxx_2018

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

New Group

Contact group name:
- /
' 2018 3

Existing contacts:

m Company Public Email group

N annieve =
B Che

cint

EY o 1

Eve

B Joe

B kcti

B Leg /
N me

A OK #2241,
Click OK

(4) BUas )5, £ (TR TRk S H IR AR

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 118 | 5 _ | Add a mail group H Edit Group [ Tools « ]

Import from Other Mailboxes
Mmpon Contacts
Export Contacts

]
Merge Contacts

Yc ane.

Intelligent extraction contact

FH MRS, R E CH ISR, B mxx 2018, SRJEIEFE CSV A%, mdhE
From the Exported drop—down menu, select your new mail group, eg.mxx 2018

Choose a CSV format, click determine:

Export contacts

|
ale_aoa
() CsViormat (Oreerroseaonitiook, JFoxmailwait

determine (NS

(5) H AT ARSI RF R SO, 3T (k44 1 A [ il S B st ik ]

Currently the export template only supports the Chinese version, and the

required fields are [Name] and [Full Email Address]

A | B C | D | E | E | G | H | 1 | J | K |
1'.&% J First Namel BT IR l E-mail Address F#1 HomePhone 5% AH #HEFHE FREHI AIEHR &
2 |Bl gin m72 21@m I.cn
3 X N

LA AE B AT DURYE 7 ZHN
Other information can be filled in as needed
(6) s NGB G, REHEFERGH, AEHSAKRRA
After filling in the information in the template format, return to the mailbox
system page and click Import Contacts
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Persoral Directory Corporate Directory Public Directory Search All Cont;

ma’ 18 | $ I ‘ Add a mail group H Edit Group H Tools = J

Import from Other Mailboxes

_— | Import Contacts

Export Contacts

RO E B FHE SN Excel (CSV) #& 2 A
Select the file in Excel (CSV) format that has filled in the information and

needs to be imported

Import contacts

importing | 34 | mad_2018.csv &

Support importCSV(*.csv)orvCard(* vef)Format file

.| &~

mad_2018 =

determine ‘ cancel

s E

Click determine

(D) RN G, e 15 7 B4R N R PHE A,

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 <n

BEVUE A KB A
It is recommended to choose not to send emails [No Notify]

v subject:

| am using Tencent Exmail.

Notification Body:

Hello, 1 have been using Tencent Exmail recently. Please send emails to

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
N Zigin<m 730027001 @mé

enterprise public Mailing group 3
- [ mad_201e .

K Bi2: Tigin (]

(9) I R OCERTIR A4, B DBRRANY Rl 4, mididgmiii

To update the mail group again, go to [Contacts], select the mail group, and

click the Edit button

/| Compose

Personal Directory C
+| Receive

l_i Contacts ""* All Contacts | = ‘]

Inbox(1) \iomam grouping -+
Starred Email Il Contacts

otiee ‘ ma! 2018 |
Draft(18)

- Other contact

The End.

Prepared by ITSC
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