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Importing your Apex contacts to your Touch
It is possible to import (transfer) the contacts from the Address List on your BrailleNote Apex into the Address List on your BrailleNote Touch. This is very useful as it means you do not have to add your existing contacts manually to your Touch.
Note that this procedure only has to be performed once. It is recommended that you have a computer available to use too, as the procedure requires accessing your Gmail account on the web. Whilst it is technically possible to achieve this using the Touch, it is more straightforward to perform this part using a computer.
The procedure consists of five main steps:

• Create a new database on your Apex, using the same field names as the Address List

• Import your contacts from your Address List into your new database on the Apex

• Exporting your contacts from the database to a CSV file on your Apex

• Importing your CSV file into your Gmail account

• Synchronizing your Gmail account with your Touch
As mentioned, the required items are your Touch, your Apex, and a computer.

Step 1: Creating a new database on your Apex
Your new database will have the same field names as the Address List on your Apex.

• Turn your Apex on. From the Main Menu, press D to open the Database Manager. 
• You will be prompted “Database to use?” Type a name for your new database, for example “my address book”, and then press Enter. 
• You will be prompted that the file does not exist. Press Y for yes to create a new one. 
You will be prompted “Field 1 name”. You will now need to ensure that the fields match your Address List. Note that you do not have to add all the fields, only the fields for which you want the contact information to be transferred across. In this guide, we will add the last name, first name and email address fields. You can add more fields if desired.
• For Field 1 name, type “last name”, without the quotes, and then press Enter. 
• You will be prompted “Field type for last name? Currently String”. Press Enter.
• You will now be prompted “Field 2 name?” Type “first name”, without the quotes, and then press Enter. 
• You will be prompted “Field type for first name? Currently String”. Press Enter.
• You will now be prompted “Field 3 name?” Type “Email address”, without the quotes, and then press Enter. 
• You will be prompted “Field type for email address? Currently String”. Press Enter.
• You will be prompted “Field 4 name?” We will use just the three fields, so press Space with E. 
• You will be prompted “Sort order is last name. Change?” Press N for No.
• You will be prompted “Record title is last name. Change?” Press N for No.
• You will be prompted “Associated database name? Press Enter for xx”, where “xx” is the name you typed for your database. Press Enter.
• You will be prompted “Confirm changes?” Press Y for yes.
• You will be prompted “KeyBase menu for xx”, where “xx” is your database name.
Step 2: Importing your contacts from your Address list into your new database on the Apex

• Now, return to the Main Menu. Press A to open the Address List. Press C to select Copy Records.
• You will be prompted “Copy addresses to a document or an address list?” Press A to select Address List.
• You will be prompted “Destination filename?” Press Backspace. You will be prompted “Folder name? Press Enter for KeyList”. You will need to select KeyBase here.
• You will then be prompted “Destination filename”. Scroll through the list until you locate your new database that you created earlier, and then press Enter.
• You will be prompted “x fields do not match. Review field mapping list?” Press Y for yes.
• You will be prompted “Field mapping list”. Press Space. 
• You should be prompted “Last name maps to last name”. Press Space again. 
• You should be prompted “First name maps to first name”. Press Space again. 
• You should be prompted “Middle name maps to nothing”. Press Space until you reach “Home email address maps to nothing”. 
• Press Enter here, or if you would prefer for your email address to take the business email address, move to the business email address field instead and then press Enter.
• You will then be prompted “Field selection list”. Press Space until you reach Email address, and then press Enter.
• You will then be prompted “Home email address maps to email address”, or “business email address maps to email address” if you selected business email address instead of home email address. Now, press Space with E. 
• You will be prompted “X records do not match. Review field mapping list?” Press N for No.
• You will be prompted “Selection list for address list”. Press Space to get to the Last Name field, and then press Enter. 
• You will be prompted “X records selected, copy all selected records?” Press Y for yes.  
• You will then be prompted that the export is complete, and informed of how many records were copied.
Step 3: Exporting your contacts from the database to a CSV file on your Apex

• Now, return to the Main Menu. Press D to open the Database Manager. 
• You will be prompted to open your new address database. Press Enter. 
Now, it is a good idea to check that your contact records have been transferred successfully. 
• Press L to select Lookup Record. You will be prompted “Selection list for xx”, where “xx” is your database name. Press Space to get to the Last Name field, and then press Enter.
You should then be prompted with the last name of the first record you transferred. If you get the name you expect, this indicates that the transfer was successful.
• Now, press Space with E twice and you will be prompted “KeyBase Menu for xx”, where “xx” is the name of your database. 
• Now, connect a USB pen drive or an SD card into your Apex.

• Press C to select Copy Records, and then press C again to select CSV file. 
• You will be prompted “Destination folder name? Press Enter for KeyBase”. Press Backspace.
• You will be prompted “Drive? Press Enter for Flash Disk”. If you are using a USB pen drive, press H, or press S for an SD card. 
• You will be prompted “Destination folder name? Press Enter for none”. Press Enter.
• You will be prompted “Destination CSV filename?” Type a suitable name for the new file, such as “address book”, and then press Enter.
• You will be prompted “Include field names?” Press Y for yes – it is very important to include the field names.
• You will be prompted “Selection list for xx”. Press Space to get to the Last Name field, and then press Enter.
• You will be prompted “X records selected. Copy all selected records?” Press Y for yes.
• You will then be prompted that the export is complete, and told how many records were exported. You can now return to the Main Menu.
You now have a CSV file containing all your Apex contacts on your USB pen drive or SD card. The CSV file is a special type of Excel spreadsheet and can be opened in Microsoft Excel on a computer. 
Step 4: Importing your CSV file into your Gmail account
You can also now import your contacts saved in the CSV file into your Google account.
• To do this, you will need to connect the USB pen drive / SD card into a computer. 
• On the computer, open a web browser, and go to the Gmail webmail page - mail.google.com. You will need to log into your Gmail account. 
• Once logged in, select the Gmail drop down list near the top left of the page, and select Contacts from the list. This should open your Gmail Contacts on a new browser tab. 
• From the list of options towards the left side of the page, select the More option, then the Import option. 
• From the list of options that appears, select the “CSV or vCard file” option. 
• A dialog will pop up, informing you that you have to use the old version of Google Contacts to do this. Select the “Go To Old Contacts” option. 
• This should open up the old Gmail Contacts in a new browser tab. On this page, select the Import Contacts option. 
• In the dialog that pops up, there is a button named “Choose File”. Select this button and this will open a Windows file browser dialog. You will need to navigate to the location of your CSV file, either on your USB pen drive or SD card depending on where you saved it. Select the file, and then select the Open button. Then, select the Import button.
Gmail should now import all the contacts from your CSV file into your Google Contacts list. The time it takes to do this will depend on the number of contacts you have saved. When the contacts have been imported successfully, they will appear in the list of your Google contacts on the screen.
You can now close the Google and Gmail browser tabs if desired. 
Step 5: Synchronizing your Gmail account with your Touch 

The final part of the procedure is now to add your Google account onto your BrailleNote Touch, and ensure that you select the Contacts option when you are asked which items you want to synchronize. 
Once you have added (configured) your account onto your Touch, ensure that you select the Contacts option when you are prompted to select which items you want to synchronize, as mentioned above. All your contacts will now be brought automatically across to your Touch, and will be accessible in KeyList (Address List).
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