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,
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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 ¥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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list of file types. Click once on the
Next button. 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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6. Select Contacts from under

Mailbox — Your Name. Click once on
the Next button.

Select folder to export from:

- [l Sent Items |

v E@ Mailbox - Sue Grider
Y]

@ Inbox

(ﬂ Journal
i3 Junk E-mail 3
ila | Notes ;J
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7. Type the name of the Excel file Export to a File
you are going to create.

Save exported file as:

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

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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Save in: |@ Desktop Iv;| @ - | @ X i 3~ ook~
(= EMy Documents
L_J a My Computer
My Recent gMy Network Places
Doaments ||\~ p, MY 2004TM

IC)E-Class
@ [ﬁhlmages
Desktop [C5)New Faculty Orientation
() Outlook How Tos
| Purchase Requests Spring 2005
L IC5) WebCT Helplets
My Doauments | |IC5) wehpage
EH Order Form 2005-2006.x1s

My Comouter
File name: contactiis b £
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Export to a File

Save exported file as:

| C:\Documents and Setﬁngs\sgrider‘lpesll iBrowse i
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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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