Creating Contacts in Google Docs

Adding a Single Contact
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3. Fill out the name field and emaiil field,
and then choose Save.
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4. You should now see your new contact in 1 St Al Nono
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Creating a Group

1. Click on Contacts in the upper left.

2. Click on the button with two people
and the plus sign

3. Type in the name of the group and
choose, OK

4. To add contacts to your group,
select the contacts and click,
Groups > Add to... name of group
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5. The contacts you selected will now be
in your group folder.




Creating Multiple Contacts

Google docs allows you to upload multiple contacts from csv. Files. Create a
contacts list in excel and name your columns, email address, firstname,

lastname, and then fill out the columns with the appropriate information. See
example below:

email firsthame lastname
studentl @hawaii.ksbe.edu John Sample
student2@hawaii.ksbe.edu Sara Sample
student3@hawaili.ksbe.edu Kimo Sample
studentd@hawaii.ksbe.edu  Malia Sample

From Excel, choose file > save as and choose Comma Separated Values (.csv))
and click Save
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From your Google Docs Homepage,

1. Click on Contacts in the upper left.

2. If you haven't already, create a group to organize your contacts. For
example, 6" Grade Students”

3. In the upperright, click on Import.
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4. Click on choose file, and then select the csv file with your contact
information.

. Sites more ¥ | [« >”2:b—§-¢l]:[ﬂ[@Documents ﬁ Q
contacts ¥ DEVICES " Nam _ | Date Modified |
T Z Macintosh HD [¥ Getting Started With iGoogle.pdf ~ 1/6/11 r
E iDisk == Getting Started With iGoogle.pptx  1/6/11
_ Jing a [¥] Google_Docs_basics_noemail.pdf ~ 8:23 AM
; ST == Google_Docs_basics_noemail.pptx  1/7/11
Import = Google_Docs_basics.pptx 1/7/11
hhctl345088a ~ =
0 We support impo @ .. HS_Student_List_12-28.xls 12/28/10
0 Apple Address B [ 1po_Barak 12/28/10
¥ PLACES » [ Microsoft User Data 1/5/11
1 | Please selecta Desktop » [ Parallels 12/15/10
0 no Y elcordei i sample upload.csv 10:36 AM
7N Applications » [ Sunburst 12/15/10
() Also add thw ¢ upload.mp4 9:20 AM
| V SEARCH FOR 7 g E? WebEX 1/5/11 :
Import BackA L - why-google-do...1939971-8.ppt 1/7/11 v

5. Select the group you want to add the new contacts to and the click on
Import
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6. Notice you can view all your contacts and your contacts by group
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