1.

Importing contacts from Excel to Outlook 2003

field (Column) names. Do this by:

selecting the cells that you want to import. Do not select by row or column headers
From Insert-names-define name the cells you have selected

Save and close the spreadsheet
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In Excel, delete all named ranges. Create one or more named ranges including the

In Outlook, you may import to an existing contact list or create a new one. To create
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Select 'File — import and export'
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3. Choose 'import from another program or file'

Import and Export Wizard

-
s —l—. - —

Choose an action to perform:

Export to a file

Import @ VCARD file {wcf)

Import an iCalendar or vCalendar file ,vcs
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 (PST),
Schedule+, database files, text files, and others,




4. And choose Microsoft Excel

Import a File

Select file type to impaort from:

ACT! 3.%, 4.x, 2000 Contact Manager for Windows »
b4 ,’ Comma Separated Values (DOS)
Y ’ Comma Separated Values (Windows) H
Lotus Organizer 4.x

Lotus Organizer 5.x
Microsoft Access

Microsoft Excel

Personal Address Book i

5. Then choose the spreadsheet file
Import a File

File to impaort:

| D:\export.xls | [Emwse

Options

(") Replace duplicates with items imported
i@ Allow duplicates to be created

() Do not import duplicate items

You will be asked what to do with duplicates. Outlook regards the same name or
email address as a dupliucate. Choose the response you require:

Replace — overwrite existing contact details
Allow duplicates — have two records
Do Not import — keep original records



6. Now select the folder to import to

Import a File *®

Select destination folder:
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7. On this screen click finish or 'map custom fields'. Ensure the correct box is ticked

Import a File

The following actio

Impart "MonUS” into folder: Phosphonics contacts ‘ Map Custom Fields ... | )
[ import "US™into folder: Phosphonics contacts

This may take a few minutes and cannot be canceled.




8. If you map custom fields then you can select the fields to import and/or their
destination

Map Custom Fields |28 |

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 Excel Microsoft Office Outlook
us Phosphonics contacts
Value i Field Mapped from i
Title ‘ = E""TItIE Title L4
First Name 4 E""First Mame First Name
MiddleMame é""MiddIE Mame Middle Mame
Lasthame E""Last Mame Last Mame
Company e g fi
JobTite Company Company
Businessstreet S Department o
4 | [} | 3 4| 1 | 3

[ Mext = ] [ Clear Map ]

[ OK ] [ Cancel ]

You may either drag fields from the right hand side to remove them, or click 'clear
map' to clear the right-hand side. You then drag the fields you want from left to right.

Then press OK

9. Finally press 'Finish' to import into Outlook
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