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.

<Back || Ne:ct:»yy\é[ Cancel |




5. Select Microsoft Excel from the
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 Ex

Perzonal Folder File [ pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

[ <Back | Next:»l,}é[ Cancel |

6. Select the Browse button. Import a File

File ko import:

|| Browse |

Qptions
™ Replace duplicates with items imporked
=" allow duplicates ko be created

" Do nat import duplicate items

< Back I [ext = | Cancel |
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Browse

7. Find your file and select OK.
Lok in: I@‘ Desktop j @ - & | a x C ~ Toals ~

)My Documents
a My Computer

My Recent My Network Places
Documents A
ndar . xls
4] Exchange Project Conkack Lisk May 2007 xls
@ ] Information Technologies Contact Info Mar 13 2007, x0s
Deskkop ] Phone Tatals - Shawn White, s

L | Respansibility List.xls

Type: Microsoft Excel wiarkshest
Date Modified: 4/24/2007 11:47 PM

Size: 108 KB
9
My Computer
iia File pame: - oK
My Metwork I J
Plares Files of type: IMicrosoFt Excel (*.xls) j Cancel
4
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8. Select the Next button.

9. Select where you want the
Calendar. Then Select Next.

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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Import a File

Eile ko impart:
ISEttings'l,swhiteBQ'l,Desktnp'l,caIendar.xls Browse .., I
Opkions

" Replace duplicates with items imported
% allow duplicates to be created

" Do not import duplicate ikems

< Back

Cancel |

Impott a File

Select destination Folder:

Bl Archive Folders -
L. Deleted Items

=-E6 Mailbos: - SHAWH WHITE

i Calendar

-85 Conkacts

-7 DAILY UPDATES
{1 Deleted

E-5) Deleted Items

{1 Drafts
2 Fix
-3 Inbox
=

[T ToEME

< Back I Mext = I Cancel

Import a File

The Following actions will be performed:

Import "Calendar” into Folder: Calendar Iap Custom Fields ... |

Change Destination ... |

This may take a Few minutes and cannot be canceled.

< Back I Finish I Cancel
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