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How to Export Contacts from Outlook

Before you proceed with the export of contact items please verify the date format used within your

Outlook. Simply go to a contact you currently have and look at the date format (the contact's birthday
format will help you). Take note of it.

1. Click on the File tab.
Then the Open button.
Click on the Import option.

Open Calenflar
Open a caldhdar file in Outlook (.ics, .vcs)

B Save as Adobe PDF

UL

Save Calendar
Open Ouflook Data File
Open anfOutlook data file (.pst).

Import

Print I Import files, settings, and RSS Feeds into Outlook.

Help

B Options ~

® Exit B

2. Inthe Import and Export Wizard select the option Export to a File and then click on the Next button.

Choose an action to perform:

rt RSS Feeds to an OPML file
%_.. 0

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.

< Back ![ Next > ][ e ]

3. Select the file type Comma Separated values (Windows).
Click on the Next button.

- S
T
I Create a file of type:

Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File (.pst)

Tab Separated Values (DOS)

Tab Separated Values (Windows)

omma Separated Values (DO ‘

[ <gack [ mext> ] [ concel
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4.

5. Under Save exported file as, click Browse to select a destination folder.

6.

Select the Contacts that you wish to export.
Click on the Next button.

Export to a File -

Select folder to export from:

48| Contacts | |
E Conversation Action Settings
~{3] Deleted Items

{3 Drafts

E Inbox

(ﬂ Journal

-~ Mews Feed

o | Motes

@ Qutbox

-~ Quick Step Settings

-~ R55 Feeds
[T 2ant Trame

, e Jvetr ) Come )

Export to a File -

Save exported file as:

| ==
I [ <Back ][ next> | [ cand |

In the File name: box, type a descriptive name for your contacts file, then click the OK button.

1o Browse L=
—
@Uv“ » Libraries » Documents » Outlook Files = [#2] [ Search Gutlook Files 2]
Organize v Newfolder =~ @

6] Microsoft Outiook | Documents library Arsnge by Folder =

Outlook Files
3 Favorites Name - Date modified Type
Bl Desktop
4 Downloads Ne items match your search.

%l Recent Places

[ Libraries

[%) Documents

& Music

P - i ;
| File name:  contacts.backup | -

Save as fype: | Comma Separated Values (Windows)

|

7. Click on the Next button.

Export to a File -

Save exported file as:
=nts\Outlook Files\contacts. backup. CSV | [Brnmse

e
I < Back et = Cancel
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8. Complete the process by clicking the Finish button.

Export to a File

The following actions will be performed:

7| Export "Contacts” from folder: Contacts

This may take a few minutes and cannot be canceled.

Map Custom Fields ...

[ < Back. I[ Finish ]I[ Cancel ]

Your file will be saved to the location you indicated in step# 5.
Once your file is successfully is exported login to your UVC application.

9. Click on File and Import and select the Address Book Items... option.

C] UVC - Universal Village Collaberation Suite

File View Message Messenger Go Toels Window Help

Undo Update Message Flags "Re:Re:” Ctrl+Z

Sign Qut
Switch |dentity...
Refresh/Reconnect

Edit Persenal Information...

Export
Mail Merge...

Change Password...
Account Maintenance...

Options and Preferences...

Print Preview...

Print... Ctrl+P
Work Offline

Exit

Move to Folder

-

_—
t‘ Contacts 7 Tasks

Email Messages...

ki Address Book terns... )

Calendar ltems...

10. Next you will need to select the CSV file you exported from Outlook by clicking on the Select button.

As for the Date Format select from the drop down menu the date format that was seen in Outlook.
Please make sure to select the correct date format. This is important so that all your contacts that are

imported have the correct dates.

QO Import
This wizard allows you to import data into UVC.
Import settings

ET —
Skip import for contacts that already exist

Dateformat: | System Default v Start Import

Stop Import

Select your filename and click the 'Start Import’ button to begin importing your data.

"

Click on the Start Import button to start your import.

How to Export Contacts from Outlook

Close

Q Import

This wizard allows you to import data into UVC.

Stop Import

Import settings
Filesto Import: | Select
Skip import for contacts that already exist
Dateformat:  SystemDefault i Y Start Import
Defa
Select your filena Month/Day/ Year g your datz.

Day/Month/Year
Vear/Month/Day
Month-Day-Year
Day-Month-Year
Vear-Month-Day
Month.Day.Year
Day-Month.Year
VearMonth.Day

S

Close
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