Exporting Outlook Contacts and Importing them into Gmail

Microsoft Outlook and Outlook Express: Here are some general directions to follow, though
instructions may vary by version. For more detailed instructions, open 'Help' in Outlook or Outlook
Express and type 'export' in the search box. Look for topics that include 'export wizard,' 'export
information,' 'exporting contacts' or 'exporting address book contacts' in the title.

From Outlook:

e Select File > Import/Export > Export from the main menu
e Choose Comma Separated Values (Windows) > Select "Contacts" > Save exported file

From Outlook Express:

e Select File > Export > Address Book from the main menu.
e Select Text File (Comma Separated Values).
e Click Export.

The following describes how to export contacts from Outlook 2007
Open Outlook 2007 and click on File
Click on “Import and Export...”

Select “Export to a file” and click Next >

Import and Export Wizard

Choose an ackion ko perform:

|E><El:urt R.535 Feeds to an OPML file

Import a WCARD File (L wef)

Import an iCalendar {.ics) or wZalendar file {wcs)
Irmpart From another program or File

Import Internet Mail Account Settings

Impart Inkernet Mail and Addresses

Import 55 Feeds from an OPML file

Import R.55 Feeds from the Common Feed List

i~ Cescripkion
Export Qutlook inforrmation Eo a File For use in other
programs,

= Hack I Mext = I Cancel

Page 1 of 5



Select “Comma Separated Values (DOS)” and click Next >

Export to a File N

Qeate-é file of Evpe:

Zomma Separaked Yalues (D0S)
Comma Separated Yalues (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Personal Folder File (. psk)

Tab Separated Yalues (DO5)

Tab Separated Values (Windows)

< Back Mext = Cancel

Select your Contacts file and click Next >

Export to a File N

Select folder to expu:urffru:um:

-3 Sent -
- Sent Items

| Tasks
[—]Eﬁﬁ' Personal Folders
{1 backup
ﬁ Calendar
[_]ﬁ _onkacks
‘o] Test Contacts

-] Deleted Items
- Drafts
Inbiox
..... S 20urnal

hd

T el Eorasil

< Back Mext = Cancel
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Choose a folder to hold your contacts and select a name:

Export ko a File By

Save exported file as:

I;rusin'l,My Documentsimycontacks, csy Browse ... I

< Back

Zancel |

Confirm the export of your contacts file and click Finish:

Export ko a File

The Following actions will be performed:

Export "Contacks" From Folder: Conkacts Map Custom Fields ... |

This may take a few minukes and cannok be canceled.,

< Back I Finish I Zancel
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Now, login into your Gmail account and click on Contacts
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Mﬁ Select: All, Mane,
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\ Traszh
Contacts

+ @ Sample Account

Search, add, or invite
Select: All, Mane,

= (Ll Archive FReport

Accounting

tlarketing [ | i

In the Contacts window, click Import.
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Click the Browse button and locate the file where your contacts CSV file is saved and select it.

Then click the Import button.
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L] .
e Search Mail | | Searchthe ek w

+2 +& \ Search contacts Import | Export | Print
My Contacts 1 Import

All Contacts 18 e support importing contacts in the CSY file farmat (Comma Separated

Maost Contacte 10 “alues). For best results, please use a CEY file produced by Outloak, Outlook

Express, ¥ahoo!, or Hotmail. For Apple Address Book, there is a useful utility
called "Ata G". |

Please select a file to upload /
|C:\Ducuments and Setti Browse... |
™ Also add these imported contacts to | Mew group... 'I

—_

When your contacts have been imported, a message with the total number of contacts imported will be

returned. Click OK and you’ll see your contacts in the Main contacts window.

+8 +& \ Search contacts Impart | Export | Print
My Contacts 9 |mport

All Contacts 25 e haye imported all 3 contacts found in the uploaded file.

Most Contacte 10
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