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Import Addresses from Excel® to Outlook® Address Book

Step 1. Create a new folder to contain the contacts; in Outlook” click File/New Folder/Folder

Contains “Contact Items.” Click OK.

Create New Folder

Mame:
|TC Test Addresses |

Folder contains:

|Contact Items v |

Select where to place the folder:
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fa) Deleted Items
7| Drafts [1]

[ Inbox —
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éﬂ_ Journal
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[ Ok, l [ Cancel ]

You will now have a new Contacts folder:

Contacts - Microsoft Outlook
i Fle Edit View Go Tools Actions He
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Folder List
All Folders f

= 25t Personal Folders
Calendar
ENE
18] TC Test Addresses
© 3 Deleted Items
L7 Drafts [1]
@[5 Inbox
3 Infected
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] Tasks
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# £ Mailbox - Cook, Tom
# 3§ Mailbox - Resumes
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Step 2. Click File — Import/Export. Select “Import from another program or file.’

Import and Export Wizard

Choose an action to perform:

Export to a file

Import @ 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 (LPST),
Schedule+, database files, text files, and others.

Step 3. Click Next and select Excel”.

Import a File

Select file type to import from:

ACT! 3.x, 4.3, 2000 Contact Manager for Windows A
Comma Separated Values (DOS) E
Comma Separated Values (Windows)

Lotus Organizer 4.x
Lotus Organizer 5.x
Microsoft Access
Microsoft Excel

2

Cutook Express 4.x, 5.3, 6.%

[ < Back ]L_ﬂext::— J[ Cancel ]

NOTE: The data in your Excel® file MUST have a named range for the import to work.
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Step 4. Select the Excel® file from which you would like to import:

Import a File

File to impart:
| D:\Data'Test Addresses, xls | [E[nwse ]

Options

(") Replace duplicates with items imported
(*) allow duplicates to be created

") Do not import duplicate items

[ < Back ]E_Hext:b J[ Cancel

Select the best option for your use and click Next.
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Step 5. Select the contact folder that to which you would like the addresses imported:

Import a File

Select destination folder:

[ Server Failures A
| Tasks 1
=24t pereonal Folders
4 calendar
=835 Contacts
FEITC Test Addresses
fa) Deleted Items
[ Drafts
=13 nbox
[ Mewsletters
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[ < Back ” Mext = ][ Cancel

Step 6.
Click the “Map Custom Fields” button:

Import a File

The following actions will be performed:
Import "Addresses" into folder: TC Test Addresses [ Map Custom Fields ... ]

[ghange Destination ... ]

This may take a few minutes and cannot be canceled.

[ < Back ” Finish l[ Cancel
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Drag your Excel® column titles from the left to the correct Outlook” field names on the right.

Outlook®™ shows you the mappings:

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.
Fraormi: To:
Microsoft Excel Microsoft Office Outlook
Addresses TC Test Addresses
Value A Field Mapped from o
FirstMame Cornpany Compary
LastMame Department
Designation Ll Job Title
Title El Business Address
Company RS » Address1
Address1 E""Eusjness Street 2
Address2 " E""Elusjness Street 3 "
< | > < | >
Mext = ] [ Clear Map ] Default Map
[ Ok l [ Cancel ]

When mapping is complete, click OK.
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Step 7. You should now be back to the previous screen:

Import a File

The following actions will be performed:

Import “"Addresses” into folder: TC Test Addresses [ Map Custom Fields ... ]

[Qhange Destination ... ]

This may take a few minutes and cannot be canceled.

[ < Back ]| Finish |[ Cancel ]

Click Finish to complete the process. When Outlook® is done with the import, it will
automatically show you the addresses that were added:

TC Test Addresses - Microsoft Outlook
! Fle Edit View Go Took Actions Help Adobe PDF el
e - | 3 XK e Y S | BpFind @) Typeacontact to find - | (@) KL @”il! s
Folder List TC Test Addresses Ada - te
All Folders -]_;_3
= Adams, Kevin )
= €5} Personal Folders 30N, Lasalle Street E]
24 calendar E]
=83 Contacts Facey, Paul
LE 850 East Anderson Lane
# (3] Deleted Items [4]
L7 Drafts [1] te Groen, Frans W. E]
# [ Inbox One Cityplace
\'_3 Infected E]
54 Journal
(g Junk E-mai
| Notes i
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