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How to export outlook contacts in CSV format:

In Outlook 2010:
1. Goto “File” - “Option”.
File Home Send / Receive Folder View (A o
B} save As X — — !
— Account Information e |
Info l:# POP/SMTP i : =
g Add Account
Open
I Print :
o Account Settings
a.m Modify settings for this account and
Help S configure additional connections.
Account
Exit

Mailbox Cleanup

C-,'? Manage the size of your mailbox by emptying
Deleted Items and archiving.

Cleanup
Tools ~
o Rules and Alerts
_@ Use Rules and Alerts to help organize your
incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or
& Alerts removed.

2. “Outlook Options” opened. Go to “Advanced” = “Export”

B —— - -_— — —
Outlook Options — 2
Generat B wamorweaannie, - EMAesens) |2
Mail Reminders
Calendar i\\ Show reminders
Y, r .
Contacts Play reminder sound: _reminder.wav |
Tasks Export
PREEES S bt a Export Outlook information to a file for use in other programs. E
Search ﬁ
Mobile RSS Feeds
Language [7] Any RSS Feed item that is updated appears as new
IAdvanced I [ Synchronize RSS Feeds to the Common Feed List (CFL) in Windows
|
Customize Ribbon Send and receive
Quick Access Toolbar E :. i:tmssend and receive settings for incoming and outgoing Send/Receive...
Add-Ins ‘ Send immediately when connected
Trust Center Developers il
[ OK ] [ Cancel ]
| e = I -
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3. When using Outlook 2003/ 2007, Go to “File” = “Import and Export”
() Contacts - Microsoft Outlook

‘| Eile igdit View Go Tools Actions

New >

Open >
= Close All Iitems

6

101 A

H S Save As...
Save Attachments b
Folder >

Data File Management...

Import and Export...

4. “Import and Export Wizard” opened. Choose “Export to a file”, click “Next”

Import and Export Wizard e -

N N

Choose an action to perform:

%tRSSFeedstoanOPM.ﬁe

Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import Internet Mail Account Settings [
Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description
Export Outlook information to a file for use in other !
programs.

v~

<Back |[ Next> Cancel
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5. Choose “Comma Separated Values (Windows)”, click “Next”

Export to a File l -
e .

Create a file of type:

Microsoft Access 97-2003
Microsoft Excel 97-2003
QOutlook Data File (.pst)
Tab Separated Values (DOS) [
Tab Separated Values (Windows)

—

< Back Next > Cancel

6. Select an item you want to export. In the case, select “Contacts”, click “Next”

Export to a File l ‘

Select folder to export from:

. @ Calendar ~

- 3 {84 Contacts|

- 5] Deleted Items

..... {1 Message Delivery Delay l

{3 Firewall, Barracuda Spam & Vir Il ‘

P Ak Markar

4[E m J

< Back Next > Cancel
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7. Click “Browse” to select where to store the output CSV file. Click “Next”

Save exported file as:

< Back Next > Cancel

8. You can click “Map Custom Fields...” to choose how the field will map by the data.
Or use default options by clicking “Finish” to start generate CSV.

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.
)
< Back Finish Cancel
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9. You can rearrange the data mapping by dragging the field from the left to the right.

Click “Next” to preview the how the data will remap, you can also map it different record by record.

Map Custom Fields

-

Drag the values from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.

From: To:
Microsoft Office Outiook Comma Separated Values (Windows)
Contacts test.CSV
Value Field Mapped from o
Name I Title Title L4
Company First Name First Name
Department Middle Name Middle Name
Job Title Last Name Last Name
Business Address Suffix Suffix
Home Address Company Company
Other Address Department Department v
< i » < | 1] »
(re> ] (o] (oo
o J[ concel |

Click “OK” when you finish mapping. It will take you back to the screen as step 8. Click “Finish” to start

generate.
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