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Exchange, Blackberry, & Mobile Users Fervien

ACES Address Books are

available for you to

1. Open Outlook. download and update
2. In the menu select Go > Folder List. contacts for your email

3. Scroll down and expand each list: Public Folders, All Public client. Contact the ACES
Folders, and ACES.

4. Inthe ACES folder, locate the ACES Address book icon and

right-click on it.

Select Add to Favorites, then ADD.

6. Open up Contacts. Under Other
Contacts, right-click on ACES in
Public Folders, select Properties.

Exchange Users

Technology Help Desk to
obtain the password.

For More Information

hdl

7. Select Outlook Address Book tab. ACES Technology
Check Show this folder. Help Desk
8. Select Apply > OK. (575) 646-3305

(800) 220-7342

A.
Blackberry Users - — aces_help@nmsu.edu

1. To make a copy of your address book,
right-click on Contacts and select Copy “Contacts”.
2. Copy Folder window will open. Select Archive Folders > OK.

http://aces.nmsu.edu/help

3. Follow instructions on downloading and importing the
address book in the ACES Address Book Technology Tip Copy P Selcteet ok 4o e ok
Sheet. ! aimggotos, Andrea ’
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4. Sync your Blackberry to
update contacts.

Open in New Window

Advanced Find...
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Mobile Users

1. To make a copy of your address book, right-click on Contacts and select Copy “Contacts”.
2. Copy Folder window will open select Archive Folders > OK. See figure 1.

3. Follow instructions on downloading and importing the address book

in the 4

4. Select the ACES folder you just imported. Go to the Edit menu and

Select All. All contacts should now be highlighted. See Figure 2.

Go back to the Edit menu and select Copy. See Figure 2.

6. Open your Contacts address book and Paste (Edit Menu > Paste)
the address in this folder. See Figure 2. This may take a few seconds
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CES Address Book Technology Tip Sheet.

to import.

7. If you have duplicate names, the Duplicate Contact window will
prompt you to add or update the contact. Select Update new

information,
Yes to All. See Figure 3.
8. Sync your mobile device to update contacts.

Copy Folder x|

Copy

the selected folder to the folder:

Li j="] Archive Folders

gotos, Andrea

i~ Enld

S
ance
New...

Figure 1

The name or e-mail address of this contact already exists in this folder:
test

Would you like to:

" Add this as a new contact anvwa

* Update new information from this contact to the existing one:

Mote: A backup c
Deleted Iifms folder.

sting contact will be placed in your

Yes Yes to All Skip Cancel
Figure 3
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