How to save Contacts from Outlook
into a CSV (Comma Separated Value) File

1) Open Outlook and then click on “File” within the Toolbar.
2) From the Drop-Down Menu, choose the “Import and Export’ option.

3) A small window will open with a number of choices, select “Export to a File”
and click Next.

Import and Export Wizard

Choose an action ko perform:

Expoart ko a file

Import a YCARD File (L wef)

Import an iCalendar or wCalendar file { ves)
Import Fram another program or File

Import Internet Mail Account Settings
Import Internet Mail and Addresses

Descripkion

Export Outloak information ko a file For use in other
progranms.

< Back. [ ekt = l[ Cancel ]

4) Another window will now open, asking you what type of file you wish to export.
Choose “Comma Separated Values (Windows)” and click Next.

Export to a File

Create a file of type:

Comma Separated Yalues (DOS

Comma Separated Yalues Mwindows)
Microsoft Access

Microsoft Excel

Personal Folder File {.pst)

Tab Separated Values (DOS)

Tab Separated Yalues (Windows)
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5) The next window asks what folder you wish to export. Select Contacts and click
on the Next button.

Export to a File

Select Falder ko export Fram:

| >

B\@ Archive Folders
- ] calendar
~{_J Deleted Ttems

----- S 0urnal

-{_J Sent Items

EIQ(;' Personal Folders
----- HH Calendar
{1 Clients
=) Contacts
----- &) Deleted Trems
{1 Drafts

=T Tramearkank :
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6) Now choose where you wish to save this new file, preferably somewhere you will
remember it. Outlook will default the file path to your desktop, but you can
change that with the “Browse” option, choosing anywhere on your computer
where you would like to save it. Click Next.

Export to a File

Save exported file as:

|5eI:tings'l,manlevc'l,Desktu:up'l,contacts.CS\-‘ | [Browse ...

< Back H Mext = ][ Cancel




7) The last window is the Confirmation Screen.

Export to a File

The Following actions will be performed;

Export "Contacts" Fram Folder: Contacks Map Custom Fields ..,

This may take a Few minutes and cannot be canceled,
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1) To choose which values you wish to include in your CSV file, click “Map
Custom Fields.” Here, a client can choose to personalize their contacts file.

i) When finished, press OK.

Map Custom Fields E|

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

From: T
Microsoft Office Sutlook Comma Separated Yalues (windows)
Contacks contacks, Z54
Yalue - Field Mapped Fram 3
Mame . Title Title B
Company First Mame First Name
Deparkmant Middle Marmne Middle Mame
Job Title Last Narme: Last Marme
Business Address Suffiz Suffiz
Home Address Company Company
Other Address v Deparkment Department w
< | & < I >

Mext = ] [ Clear Map ] Default Map
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8) Click Finish on Confirmation Screen to complete the save.

Export to a File

The Following actions will be performed;

Export "Contacts" Fram Folder: Contacks Map Custom Fields ..,

This may take a Few minutes and cannot be canceled,

< Back ” Finish l[ Cancel

Import and Export Progress

Exparting Cankacks fram 'Conkacks' bo contacks, C5Y
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The new file will now be on the Desktop (or wherever it has been designated to save).
The CSV file can now be used to add Contacts into the Email Marketing Center or
saved for later use.



