PROCESS FOR OAK HILL MAILING LIST

prepared a CSV file from the Excel spreadsheet:  

1. highlighted names/cells/email in excel

2. copied to clipboard

3. pasted into word

4. table>convert table to text  

5. saved as *.txt file without line breaks

Removed administrator.WAB file from  administrator\\application data\microsoft\addressbook

Removed HP_administrator.wab from HP_Adminsitrator\application data\Microsoft\address book

Opened Outlook Express

Opened address book

File > import addressbook > Other addresss book > text file (Comma separated values)

Created 8 OHA-ALL-2007 mailing groups (50 people in each).

Exported the new address book and saved into My docs\Oak Hill\

Double clicked any name – ACTION > Send  and then selected “BCC” gropu

To open OHA address book in future: double click the *.wab file.

CREATED text in Word, then “copy”, and pasted into email .

EXCEL WORKSHOP MAINTAINED BY ALLISION LaROSA.  Following is my 7/3/07 email to Allision: Please email your latest excel file, so I can check and update my OHA email lists. I maintain two lists- 
1  EVERYONE - past and present - who had an email address. I remove names from "EVERYONE" upon email failure, or if someone asks to be removed.  (are you doing something like this, with your excel file?? - if so, I can use your excel file as the source)

2. CURRENT MEMBERS (I use your file as the source)
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