Contacts Export-lmport

Using the Outlook Desktop client

>

Export:
1) Select “File” from the toolbar

2) Select “Open & Export”, then the “Import/Export” option

3) Select “Export to a file” > Next

©
Open

Open & Export

Open Calendar

Save As E Open a calendar file in Outlook (ics, ves).

Save Attachments
Open Outlook Data File
Print [ Openan Outlook data file (pst).

Import/Export

Office Account

i\

4) Select “Comma Separated Values” > Next

5) Select the “Contacts” folder > Next

Import or export files and settings.

Export to a File

Create a file of type:

Comma Separated Values
Outlook Data File [,pst)

= e

Impeort and Export Wizard

Choose an action to perform:

E)(Enrt RSS Feeds to an OPML file
Import a VCARD file (vcf)

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

Impart RSS Feeds from an OPML file

Impart RSS Feeds from the Commaon Feed List

Description

Export Outlook information to a file for use in
other programs.

o Conce

Export to a File

Select folder to export from:

v 9_‘1? MEvans@anokatech edu -
-1 Archive
> E Calendar
> &9 Contacts
{1 Conversation Action Settings
» -£3 Conversation Histary
» {3 Deleted ltems
-3 Drafts
i[27] ExternalContacts
D Files
> D Inbox
-7 Journal
=il v
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6) Click “Browse” and specify desired name and location for the saved file > Next

7) Select “Finish”

Export to a File

Save exported file as:

Browse ...

Export to a File

The following actions will be performed:

Export "Contacts” from folder: Contacts Map Custom Fields ...

This may take a few minutes and cannot be canceled.
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Contacts Export-import

Import:
1) Select “File” from the toolbar

2) Select “Open & Export”, then the “Import/Export” option
3) Select “Import from another program or file > Next

©
Open

Open & Export

Open Calendar

Save As E Open a calendar file in Outlook (ics, ves).

Save Attachments

Open Outlook Data File
Print D Open an Outlook data file .pst).

Import/Export

i et Import or export files and settings.

n

4) Select “Comma Separated Values” > Next

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file
Import a VCARD file [wcf)

\mEort an iCalendar [ics) or vCalendar file [vis

Import R55 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.

5) Click “Browse” and select your saved contacts file > Next
O Options: Choose the “Do not import duplicate items”

Impert a File

Select file type to import from:

Comma Separated Values
Qutlook Data File (.pst)

| <Back [ nmet> | | cance

Import a File

[ File to import:
| C\Users\Pocuments\Cantacts.C5V | |Browse ..

Options

O Replace duplicates with items imported
(O Allow duplicates to be created

(®) Do nat import duplicate items

6) Select the “Contacts” folder > Next
7) Select “Finish”

Import a File

Select destination folder:

{3 Archive

E Calendar

£EB Contacts|

{3 Conversation Action Settings
- Conversation Histary

5 Deleted Items
{1 Drafts

{£5] ExternalContacts
{1 Files

3 Inbox
-7 Journal v
=T Lunk E mail

Bed MEvans@anokatech.edu A~

| <Back [ mext> | | cancel

Import a File

The following actions will be performed:

Import "Contacts.CSV" into folder: Contacts

Map Custom Fields ...
Change Destination ...

This may take a few minutes and cannot be canceled.

<Back || Finish | | cancel




Contacts Export-import
Using the 0365 Web Client

> Export:
1. Select the “People” icon on the bottom left of the screen

5]

2. The 0365 Web Client has 2 different view options
e Default View:

o Select “Your contacts > Contacts” from the left-menu
o Select “Manage > Export contacts”

@® New|¥  Manage v
~ Your contacts

Contacts CO I’]taC

9 total

mpeort contacts

Export contacts

o Select “All contacts” and “Export”

= Export file is automatically saved to your Documents folder with the name
“contacts.csv”

Export  Cancel

Export contacts

Which contacts do you want to export?

Select a format to export

e New View:
o Select “Your contacts” from the left-menu
o Select “Manage > Export contacts”

“  Contacts Y% Addtofavorites @ Edit [i] Delete A, Manage ™~
Q Import contacts
~  Your contacts :: All contacts By last n

By

1 Your contact lists Export contacts
o Select “All contacts” and “Export”

=  Export file is automatically saved to your Documents folder with the name
“contacts.csv”
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Contacts Export-import

1. Select the “People” icon on the bottom left of the screen

Import:

= = £ [+]

2. The 0365 Web Client has 2 different view options

o Default view:

o Select “Your contacts > Contacts” from the left-menu
o Select “Manage > Import contacts”

»~ Your contacts

Contacts

@ New|v¥ Manage ¥

mport contacts
Contac

G total

Export contacts

o Select import from “Outlook 2010, 2013, 2016”
o Click “Browse” and select your saved contacts file

=  Select “Upload”

Cancel

Import contacts

Where would you like to import frem?

M Gmail

ai Outlook 2010, 2013, or 2016

e New view:

Upload ~ Cancel

Import contacts from Qutlook 2010, 2013, or 2016

1. In Outlook, select File > Options» Advanced.

2. In'the Export section, select Export.

3. Inthe Import and Exp: rd, choose Export to  file, and then seleet Next.

4, Under Create a file of type, choose Comma Separated Values.

5. Under Select the folder to export from, select the contact folder you want to export, and then

select Next.
6. Under Save exported file as, cf location to save to, s d then select Next.
7. Select Finish. When the Impor port Progress box disapps ur export is complete.
8, Check to make sure the € st d ed isn't empt ening the file
9, On this page, browse to the location of the file you just downloaded and select it

10, Select Upload.

o Select “Your contacts” from the left-menu
o Select “Manage > Import contacts”

~  Contacts

R Your contacts

A Your contact lists

Y5 Add to favorites

& Edit

[i] Delete A, Manage “~

Import contacts
By last n

Export contacts

Yy
A

All contacts

o Click “Browse” and select your saved contacts file

= Select “Import”

You can import contacts from other
email apps using a comma separated
values file (CSV). For best results,
make sure that the file has UTF-3
encoding.

For example, export your contacts
from Gmail in CSV format and then
import them into Outlook

The contacts you import will not
overwrite any of your existing
contacts.

Learn mare

Import contacts Up

Contacts.CSV

Browse




