(Technical Support Email: Ghostwritten by Kathleen Greenhaw)

Importing Contacts is Quick and Easy!
Exporting: First you'll need to select an email provider that you wish to export contacts from. Here are some simple steps for exporting contacts from Gmail, Yahoo, Hotmail, and AOL.

· Gmail: Login and click on the "Contacts" link then follow the following steps.
Step 1 - Click the "Export" link at the top right of the page.
Step 2 - On the Export page, select either the "Only" or the "Everyone" radio button then select the radio button below that says "Outlook's CSV format (for importing into Outlook or other applications)" then click the "Export" button.
Step 3 - You will then be prompted to save the file to your computer (Make sure the file is saved in the ".CSV" file format). Choose a location for your file (like your desktop) that will be easy to locate when you are ready to import your contacts into your PrivacyHarbor.com account.

· Yahoo: Login and click on the "Contacts" tab then follow the following steps.
Step 1 - Click on the "Import/Export" link at the top right of the page."
Step 2 - Click the "Export Now" button next to the phrase "Microsoft Outlook."
Step 3 - You will then be prompted to save the file to your computer (Make sure the file is saved in the ".CSV" file format). Choose a location for your file (like your desktop) that will be easy to locate when you are ready to import your contacts into your PrivacyHarbor.com account.

· Hotmail: Login and click on the "Contacts" tab then follow the following steps.
Step 1 - Highlight all the contents in the table on the Contacts page (including the headings "Name," "E-Mail" and "Phone" and all your contacts), then press Ctrl-C (Windows), Command-C (Mac) or Alt-C (Linux) to copy the table.
Step 2 - Open a spreadsheet program on your computer (like Microsoft Excel or OpenOffice.org). Create a new spreadsheet then select "Edit / Paste" from the drop down menu at the top of the program.
Step 3 - You may need to edit your spreadsheet and make sure there are no rows that have an empty email column. When you’re finished editing, select "File / Save As" from the drop down menu.
Step 4 - You will then be prompted to save the file to your computer (Make sure the file is saved in the ".CSV" file format). Choose a location for your file (like your desktop) that will be easy to locate when you are ready to import your contacts into your PrivacyHarbor.com account.

· AOL: Note - There is currently no functionality on AOL that allows you to manually "Export" your address book. Aside from calling AOL directly and asking for assistance or manually inputting your contacts into a blank .CSV file to import later, you can also try the following steps.
Step 1 - Login to AOL then make a new group that contains all the contacts you want to export.
Step 2 - Send an email to that group, making sure to carbon copy (cc) your new PrivacyHarbor email account. (This would be a great opportunity to include a message announcing that you have just switched over to a new private email account at PrivacyHarbor.com).
Step 3 - Login to your PrivacyHarbor.com account and open the email you carbon copied to yourself. Your email should contain a list of all the email contacts you will need to import in the "To:" section of the email. Right click on this and select "Add to Contacts."

· Other Email Providers: Please check our FAQ page for information on exporting contacts from other major email providers.

Importing: For all major providers (except AOL)

Step 1 - After you have exported your contacts into a .CSV file, login to your PrivacyHarbor.com account, click the "Contacts" tab, and then click the "import" link.

Step 2 - You will then be asked to browse your computer for your .CSV file. Click the "browse" button, select your file then click the "open" button.

Step 3 - You should see a preview of all the contacts that will be added. If everything looks ok, click the "import" button then the "done" button and you're finished!

Don't forget to remind your contacts to update their address books with your new PrivacyHarbor.com email address.

Thanks again for choosing PrivacyHarbor.com. If you have any additional questions about importing contacts, visit our FAQ page or feel free to contact us.

Best Wishes,

PrivacyHarbor.com Support Team
360.906.8111
support@privacyharbor.com

