1. Open Outlook
2. Select File from the menu bar and
select Import and Export.

3. The Import and Export Wizard
will then open.

4. From the list, select
Export to a file. Click once on the
Next button.
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Import and Export Wizard

Choose an action to perform;

Export to a file
Import a VCARD file (. vcf)
Import an iCalendar or vCalendar file {.ves

Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Import data from other programs or files, induding
ACT!, Lotus Organizer, Personal Folders (PST),
Schedule+, database files, text files, and others,

| <Back  |[_Next> | [ cancel |

Import and Export Wizard

Choose an action to perform:

Export to a file

Import a VCARD file {vcf)

Import an iCalendar or ¥Calendar file (.vcs)
Import from another program or file

Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description
Export Outlook information to a file for use in other
programs.
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5. Select Microsoft Excel from the
list of file types. Click once on the
Next button.

6. Select Calendar from under
Mailbox — Your Name. Click once on
the Next button.

7. Type the name of the Excel file
you are going to create.
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Export to a File

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access

Microsoft Excel

Perzonal Folder File [ pst)

Tab Separated Values (DOS)
Tab Separated Values (Windows)
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Export to a File

Select Folder bo export From:

Eﬁ #rchive Folders -
¢ e[ Deleted Items

-5 Mailhoo - SHAWN WHITE

ek alendar

-85 Contacts

- DAILY UPD&TES
- Deleted

-5 Deleted Tkems

- Drafts
- Fix
{3 Inbox
=
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Export to a File

Save exported File as:

Browse .., |

| calendar
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8. Select the Browse button to make
note of where on your hard drive the
Excel file will be saved. Select OK

9. Select the Next button.

10. This last screen of the wizard
shows you what action you are going
to perform. If the appropriate item is
checked, select the Finish button.
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Export to a File

Save exported file as:

l;s'I,swhiteS?'l,Desktnp'l,caIendar.xls Browse ... I

Cancel |
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Export to a File

The Following actions will be performed:

Map Cuskom Fields ... |

Export "Appointments" from Folder: Calendar

This may take a few minutes and cannot be canceled.
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