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Import Contacts Into Outlook

TIP: Before you start, you can review your existing Outlook Contacts and even create a separate folder for receiving new
contacts (see supplemental steps below: Review Contacts).

Import Contacts

IMPORTANT: Before you start, save the CSV contact list you will be importing to an easy-to-find location on your
computer, such as your Desktop or Documents. If the file is in an email attachment, save a copy to your system.

1. In Outlook, click File

Send / Receive

Mew  MNew
Email lterms - :GJ'

Mew Delete

2. From the Backstage menu, choose Open & Export

3. Click Import/Export

Open

Open & Export
Open Calendar
E Open a calendar file in Outlook (ics, wes).
Open
Save as Adobe ——
PDF
Open QOutlook Data File
Open an Qutlook data file (.pst).
Open Outlook
Data File
Import/Export
Office (__) port/ p. _
T Import or export files and settings.
Import/Export
Feedback
4. Select Import from another program or file mport and Export Wizard
5. Click Next Choose an action to perform:
Export R55 Feeds to an OPML file
Export to a file

Import a VCARD file [wf)

Import an iCalendar (.ics) or vCalendar file (ves
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files (.PST) and text files.

< Back Mext = Cancel
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6. Select Comma Separated Values (CSV)
7. Click Next

mport a File

Select file type to import from:

Comma Separated Values

Qutlook Data File [.pst)

< Back Mext » Cancel

8. Click Browse, and then navigate to the CSV contact
list you wish to import

NOTE: Before you started, you saved the CSV contact
list to an easy-to-find location on your computer (not
as an email attachment)

9. Select Allows duplicates to be created

10. Click Next

mport a File

File to import:

Browse ...

Options

Replace duplicates with items imported
Allow duplicates to be created

(O Do not import duplicate items

< Back Mext = Cancel

11. Select a destination contacts folder

NOTE: Before you started, you may have created a
separate folder for receiving new contacts
(see supplemental steps below: Review Contacts)

12. Click Next

mport a File

Select destination folder:

E-£J Contacts & Birthdays ”

.[7F] Birthday Calendar

--{25] Contacts OSLC Women

.[85] Contacts SW USE

--{25] Contacts SW zRetired 2

-1 Conversation History
{1 Team Chat

{1 Deleted Items

{1 Drafts

- Inbox

{1 Junk E-mail

8 it mmme

< Back Mext > Cancel

13. Click Finish

mpaort a File

The following actions will be perfformed:

Import “ForQutlook.CSV" into folder: Contact...

Map Custom Fields ...

This may take a few minutes and cannot be canceled.

Change Destination ...

< Back Finish Cancel
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Review Contacts

Before you import contacts into Outlook, you can review your existing Outlook Contacts and even
create a separate folder for receiving new contacts.

To review contacts:
Mayigation Options...

1. In Outlook, at the bottom of the Folder Pane, choose

one of these options: Notes
Contacts, Folders
People, or [@] Shortcuts
Folders Mmoo g e

TIP: Click View menu/ribbon to turn on the Folder Pane

To create a new contact folder:

2. Inthe Folder Pane, right click a folder, and choose

Send / Receive Folder View

New Folder
Email ltems~- %9
Mew Delete Respond
P
sarahw BB Openin Mew Window
b &l Inbox Open File Location
i# Drafts
Sent It
?I Mew Folder...
I [z] Delete A .
Manage All Site Mailboxes...
Type a name for the folder Create Mew Folder *
For Folder contains, choose Contact Items fEEeE

Select where to place the folder Contacts For Review

Click OK

o v ok w

Faolder contains:

Contact ltems N

Select where to place the folder:

y Eg SarahW@EmailEmail .com
& Sarah2@EmailEmail.com

OK Cancel
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