AThs

How to quickly add your pax names and

numbers to your iPhone

Applies to: Mac

1. Go to the 4TMs.uk website

2. Download the vCard File and the Excel File

here. Read the Instructions.pdf file
below.

Download vCard File
Download Excel File
Click here to read the Instructions

3. Click on the Go to 4TMs Convert button

save?

Go to 4TMs Convert

These instruction apply for users
with a Mac, Excel and an iPhone.

If you have a PC you can use Excel
to create the vCard file and then
email the vCard file to your iPhone.
You can then open the vCard on
your iPhone and it should add the
contacts to your iPhone [untested].

If you have a hon iPhone you might
be able to add the contacts to you
phone by emailing the vCard file to
your phone and then opening it
[untested]. Let me know if it works.

4. Ensure that you have downloaded your TM Client Details file from TMportal

TS Convert

robert@downe net
Robert Herd, TM, Donor, Subscriber

Choose File
Choose your GRI client details file

Download Test File

5. Click on the Choose File button and locate and open your TM Client Details file
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6.

9.

The file will be converted and the screen will change to the download options

Test Tour to Spain
TNT2311,41pax, 16/10/2023

Export converted details

Download Text Lixt) file

Each time you use this Applet please make a donation

towards it's writing and maintenance.

By using this Applet you will have saved yourself time
and effort copying and pasting, then deleting spaces in

the email addresses from your GRJ TM Client
List'.Each donation is just £1.

Alternatively, you can pay £10 for the annual

subscription service. You will then have access to the

new features that will be coming from 4TMs: Menu

choices; Seating labels; Seating plans; Phone groups.

Click on the Download Excel file button

Open the Excel File that you have just downloaded and click in the box to the left
of the column letters and above the row numbers. In the picture below there is a
green triangle where you click. This will select all the cells in the spreadsheet. Or
do Select All [command + A]

A | B | C D | E

1 |Code: TXT2311

2 |Name: Test Tour to Spain

3 |T™: Mrs June Smith

4 |Pax: 41

5 |Date: 16/10/2023

6 |Emails: hej halls@h il.co.uk,joh 467 @talkt:
7 |No Booking Pax Email Name

8 |1 1830353 1 thejoneshall: Mrs Marie
9 |2 1830353 2 thejoneshall: Mr Philip J
103 1676172 ! johngreend6é Mr John G
11 |4 1543131 1 royblack@ta Mr Roy Blz
12|5 1543131 2 royblack@ta Mrs Joan B
13 |6 1339811 1 suejelly7@y:z Mrs Susan
147 1338358 1 mary@fame Mrs Mary |
15 |8 1338358 2 mary@fame Mr Stephe
16 |9 1337116 1 celian7895@ Mr lan Par
17110 1337116 2 celian7895@ Mrs Celia |

Copy the cells [command + C]
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10.

11.
12.

13.

14.

Open the 4TMsvCardCreator.v1.xlsx file that you downloaded from the 4TMs.uk

website and clk in cell A1
i - o

Clipboard Font Alignment Number

L]
Test Tour
Tour Manager
1
01-Apr
support@4TMs.uk
Booking Pax Email Name
1111111 SUppPOrt@ATI Mr To

Paste the cells that you copied [command + V]

Move to the second sheet of the Workbook by clicking on vCardCreator at the
bottom left.

ISION:3.0

san Black;TXT2311;;;

A LVDE= 1\

vCardCreator +

t destination and press ENTER or choose Paste

In the vCardCreator sheet select the text that appears in column A. The easiest
way to do this is to click in the first cell and then scroll down to the last cell with
text, and then hold the shift key down and click in that last cell.

e A e A e A B B T e AT gy e e

v 5N TEL;type=CELL;type=VOICE;type=pref|
v»¥4 END:VCARD

v»E ] BEGIN:VCARD

v»L | VERSION:3.0

v714 N:Allison Whatsum;TXT2311;;;
vr1 EMAIL;type=INTERNET;type=HOME;type=pref:

r» ¥ TEL;type=CELL;type=VOICE;type=pref{07817670995

EMAIL;type=INTERNET;type=HOME;type=pref:Jillwhatsum@htmail.com
vEEN TEL;type=CELL;type=VOICE;type=pref{01132239919 07109990085

vEd EMAIL;type=INTERNET;type=HOME;type=pref:lillwhatsum@htmail.com

Copy the cells [command + C]
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15. Right-click [if you use a trackpad not a nouse then click with two fingers] on the
4TMsvCardCreator.v1.vcf file that you downloaded from the 4TMs.uk website and
choose Open with ... TextEdit.

Name

+ Open

Open With > ] Contacts.app (defau

Move to Bin Google Chrome.app
G Microsoft Excel.app
€ Microsoft Outlook.app
@ Notes.app

) TextEdit.app

® Viper FTP Lite.app

Get Info

Rename

Compress "4TMs vCard Creator.v1.vcf"
Duplicate

Make Alias

Quick Look App Store...

Other...
Copy

Share...

o000 L N
Tags...

Quick Actions

Convert with PhotoMill

PhotoSweeper: Scan for Duplicate Photos

15. Paste the text that you just copied from Excel [command + V]
16. Close the 4TMsvCardCreator.v1.vcf file.

17. Now double-click the 4TMsvCardCreator.v1.vcf file. It will automatically open the
Contacts application on your Mac and ask you if you want to add the cards
(contacts).

o Are you sure you want to add 40 cards?

18. Click Add. The client details will now be added to your Contacts. They should
automatically add to your iPhone. You will see that the names are added with the
tour code as the forename. This allows for easy sorting, finding and deleting.

Tony Lees

Trevor Rogers

TXT2311 Allison Whatsum g
TXT2311 Angela Tinker
TXT2311 Barbara Welling
TXT2311 Brian Freddy
TXT2311 Brian Madrid
TXT2311 Brian Poorman
TXT2311 Celia Paris

TXT2311 Charlotte Poorman

You may need to sort by first name to see them grouped together [using Settings].
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19. InWhatsApp on the phone tap the + button

20. Click onthe New Group button

New Chat

Q_ Search name or number

New Group

21. Start typing the tour code and the contacts you have just added will appear.

Add Members

Cancel 2
0/1023

Q Txﬂ

Invite to WhatsApp

‘ TXT2311 Allison Wha...
Q TXT2311 Angela Tink...
Q TXT2311 Brian Freddy
Q TXT2311 Brian Poor...

@ 1712311 Chris Swed...

22. Click Next and name your WhatsApp group

New Group Create

TXT2311 [ x)

Disappearing Messages Off

Group Permissions

MEMBERS: 2 OF 1,023

g

TXT2311 TXT2311

23. Click Create
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