To Import Contact Information from Excel to Outlook

Step 1: Save the Microsoft Excel file with contact information to your desktop . To
obtain the most recent and correctly formatted version of this document, please contact
Teresa Forney at: 623-876-7078 or teresa.forney@dysart.org

Step 2: Open MS Outlook.

Step 3: While in Outlook, click on File, Import and Export...

Step 4: From the Import and Export Wizard dialog box, choose “Import from another
program or file” and click Next.

Import and Export Wizard

Chaoose an action ko perform:

Export to a file
Import a YCARD File {wcf)
Import an iCalendar or wiCalendar fila (. ves

Import from another program ar File
Import Internet Mail Account Settings
Import Internet Mail and Addresses

— Descripkion

Import data from ather pragrams or files, inchuding
ACT!, Lotus Organizer, Personal Folders {,PST),
Schedule+, database files, text files, and others.
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Step 5: From the Import a File dialog box, choose “Microsoft Excel” and click Next.

Import a File

Select file bype ko import From:

ACT! 3%, 4., 2000 Contact Manager For Windows -
Comma Separated Yalues (DOS)

Comma Separated Yalues (wWindows)
Lakus Srganizer 4%

Lobus Crganizer 5%

Microsoft fccess

Microsoft Excel
Outlook Express 4., 5.x, 6.x j
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Step 6: From the Import a File dialog box, select the location where you saved the
“admin council file list” (the location was your desktop from Step 1). Click browse to
select the correct location if necessary.

Under Options, choose the desired replacement policy the import should use. For
example, if you want to REPLACE any duplicate entries in Outlook, Chose Replace
(RECOMMENDED). This finds duplicates based on Name only.

To CREATE duplicate entries by name if the name already exists choose “Allow
duplicates”.

DO NOT CHOOSE the “Do not import duplicates items” Click Next to proceed.

Impott a File

File to import:
I'ed'l,Desktop'l,admin council phore list.xls — Browse ... |
Options

{* Replace duplicates with items imported:

" allow duplicates to be created

" Do not import duplicate ikems
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Step 7: From the Import a File dialog box, select “Contacts” from the drop down list and
click Next.

Import a File

Select destination Folder:

=67 Mailhax - Allred, Evan i’

Calendar

..... m
(3] Deleted Items

-1 Drafts

=-0 Inbox

{1 HP Conference
D T

‘{1 NSBA Canfersnce

----- S 100rnal

- Junk E-rnail

..... | lebac hd
1| | »
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Step 8: Click Finish to begin the import process.

Impott a File
The Follawing actions will be performed:
Import "outlook” into Folder: Contacks Map Custom Fields ... |
Change Destination ... |

This may take a Fer minutes and cannot be canceled.
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That’s it! You have successfully imported into your Outlook contacts list.
The updated contacts will appear on your blackberry the next time it syncs your email.

Questions? Call the IT Helpdesk at x7071.



