Importing an Address Book into Desktop Outlook

1. Open Outlook
2. Click on the File tab

3. Select Open & Export

Open & Export

4. Choose the Import/Export option

Import/Export

&= Import or export files and settings.

Page 10of4



Importing an Address Book into Desktop Outlook

5. Keep Import from another program or file selected
6. Click the Next button

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds 10 an O file

Expornt 1o a Nie

Import a VCARD file (w)

Import an iCalendar Lics) or vCalendar file s
LMOOMT 106 anckner program of fis
Inport RSS Feeds from
Inpornt RSS Feeds trom th

Destripbon

Impont dats from other Bles, such &
Qata tiles CPST) and tet files

7. Keep Comma Separated Values selected
8. Click the Next button

Import s File

Seledt tile type to import frome

Outiook Data File

| spacx || Met> | | goncs

9. Click the Browse button then find and open your address book export file

10. Choose the option about duplicates that best fits your needs
11. Click the Next button

Import a File

File to import: a

SVUIS.CSY | [Browse...]

Options

(@] Replace duplicates with items imported
@) Allow duplicates to be created

() Do not import duplicate items m

@

[ < Back ][ Next > ][ Cancel ]
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12. Select Contacts
13. Click the Next button

Import a Fie

Sefect destination folden

= 3 suetagtor.owens@washbun edu -
7] catencar sl

N

-83A0 42438315800

- Conversation Mistory
i1 ‘&l Deleted Mems
5] untities
: Untitied 2)

= A fbh e
e | -m

- m———— |
14. Click the Map Custom Fields button
import a File

The following actions will be performed:

{ Za|lngrun "Adderies iy’ inia 20bdre: Cantacty

This may take a tew minutes snd cannot be cancefed

wiack |[_Fnisn | | cancet |

15. Drag fields from the left to the matching fields on the right for any fields you want to match
(you will definitely want to do this for the primary and secondary email addresses at least)
16. Click the OK button

Map Custom Felds =X
Drag the vatues from the source tile on the left, and drop them on the appropriste
destination tiedd on the night. Drag the &em fiom the rght to the left to remove it from the
From: To:
Comma Separated Values Miciesoft Otffice Outiooh
Addresses.coy Contacts
Value | | fen Mappedfrom  *
First Name Ji Chilaren
Last Name Dwectory Server
Drsplay Name | E-mall Primary tmail -
Nckname £ mait 2 | Secondary Email
Primary Emad @ fmail 3
Secondary Emad Gendet
Sareen Name - Goyermment ID.. v
. n " ’ | [ J [P S— ’
[ <presious | | mets || Clesmmap | | Detauit Map |
o || cea |
— -1
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17. Click the Finish button

=
Import a File

The following actions will be performed:

™ Import “iabcsvus.csv” into folder Contacts

This may take a few minutes and cannot be canceled.

Map Custom Fields ...
Change Destination ..,

< Back ][ Finish Cancel
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