
How to use the Address Book in Webmail 
(Advanced Mode) 

 
 

Step 1 
 
• 

• 

To access the address book feature in Webmail simply click on the 
Addresses button at the top of the window. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

Step 2 
 

You are presented with the address book window. Here you can 
Create a book, Delete a book or Import a book from email clients 
like Outlook Express. You can also use Webmail’s default address 
book and enter your contacts using the Add New Address button. 

 
 
 
 
 
 
 
 
 
 
 
 



Creating a New Address Book in Webmail 
 
Step 1 
 
• To Create a new address book click on the Create Book button. You 

will be presented with a small window to enter the new address book 
name. Click the Done button once you finish. 

 

 
 

Step 2 
 
• Webmail creates the new address book for you. In this case we named 

it MyBook. To enter your contacts simply click on the Add New 
Address button. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
Step 3 
 
• Enter your contact’s information and click on the Add button once 

completed. Click on Close once you have finished entering contacts. 
 

 
 

Step 4 
 
• Your address book will list all the contacts you entered. Clicking on the 

Nickname will pull up the contact information in case you need to view 
or edit the details. If you wish to delete the contact, simply click on the 
delete link to the right of the record. 

 
 
 
 
 
 
 
 
 
 
 



Deleting an Address Book in Webmail 
 
Step 1 
 
• 

• 

To delete an address book simply select it from the drop down menu 
and click the Delete Book button. 

 
 
 
 
 
 
 
 
 
 
 
 

Step 2 
 

A confirmation window will come up. Click OK to complete the deletion. 
 

 
 

• The address book is deleted and Webmail goes back to the “Default” 
address book. 

 
 
 
 
 
 
 
 
 
 



Importing an Address Book in Webmail 
 
Step 1 
 

To import an address book into Webmail you must first go into your 
mail client (e.g. Outlook Express) and export its address book file to a 
known location (e.g. Desktop). The Webmail Import screen has more 
instructions on how to do this near the bottom of the page. Keep in 
mind that each mail client is different and some are not supported by 
the Cogeco Webmail system (Webmail currently supports Outlook, 
Netscape, Eudora, Novell, IMail, LDAP and Pine address books). 
NOTE: This guide assumes that you have already exported your 
address book file to a known location and it is ready to be imported into 
Webmail.  

• 

• This is the Webmail Import Address Book Screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 2 
 

• Click on the Browse button at the top of the screen to find the file to 
import. We called our file address.csv (comma separated values format). 
Click Open to continue. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 3 
 

• 

• 

• 

Select the File type using the radio buttons on the page. In this case we 
used Outlook Express so Outlook must be selected. 
Select the Address book to import to. Here you can type a brand new 
address book name or select from the dropdown list if you already have 
an address book you want to import into. NOTE: If a nickname already 
exists in the address book you are importing into, it will be overwritten. 
Click Import to finish. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 4 
 

• The Address book is imported into Webmail. You can now add new 
contacts if you wish to. 

 
 
 
 
 
 
 
 


