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Exporting Contacts from Qutlook 2003 to Excel

NOTE: This export does NOT include Distribution Lists. To share Distribution Lists among
users, see the Qutlook 2003 Tips and Tricks manual under Sending Distribution
Lists Via E-Mail and under Sharing Contacts or see the PDF documentation with the
same titles on this resource page.

Path/Panel Action to be Taken/Comments
: : From the menu bar, go to File > Import and
i Fie | Edt view o Took EXpOI‘ .
E New 3
m Open >
I Close all tems
[ Save fis...
Save Attachments >
Eolder 3

Data File Management 4.
Irmport and Expart...
Archive...

Page Setup 13

Prink Preview
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Brint... Ctrl+p

Work Offline

Exit

Next, select the action to be taken, Export to
~a file.

Import and Export Wizard

Choose an action to perform:

Import a YCARD file {vef) CliCk eXt.

Irmport an iCalendar or wCalendar File {wves)
Irport From anather program or file

Irnport Internet Mail Account Settings
Irmport Internet Mail and Addresses

—Drescription

Export Cutlook infarmation to a file For use in other
pragrams.

/

= Back mﬁ Cancel |
Export to a File _Select Microsoft Excel.

Create a file of bype: / ChC ext.

Comma Separated Values (D03)
Comma Separated Values (Windows)
Microsaoft Access

Microsaft Excel

Personal Folder File {.pst)
Tab Separated Values (DO3)
Tab Separated Values {Windows)

< Back I ;Eext = I Cancel |
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Path/Panel

Action to be Taken/Comments

Export to a File

Select folder ko export From: /

U] Outbox =
.l PS8

{1 quarankine

- Refworks

= Sent Items

- SkorageSpot

- Templakes

----- LB} TestContacts
- Unsent Messages
[0 wpSP2

[E-£3 Personal Falders

T Arencarnen 3
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< Back I Mexk = I Cancel |

Scroll down the list in the Select the folder
to export from window. Click on the
name of the Contacts folder (usually titled
Contacts).

ﬂ'ﬁck Next.

Expoit to a File

Save exported File as:

UMy Documentsiconkackstesttooutlk, xls

Browse ... |

< Back I Next\l

N

Cancel |

Enter the name to be given the file which is
being exported.  For example, in the
illustration, the file is saved under My
Documents and it is an Excel file, which is
shown by the .xls extension.

CAUTION: If changing the name from
the default [ExportTest],
make certain to only
remove or change that
portion of the file name.
Do NOT delete or change
the path or the extension

on the file name.

Once you have created the file to which the
information will be exported, click Next.

Export to a File

The Following actions will be performed:

Export "Conkacks" From folder: Contacts

IMap Cuskam Fields! |

This may take a few minutes and cannot be canceled.

< Back I Firizh I

Cancel

]

The Export to a File window opens. To
make certain that all the fields with
information in Contacts are exported into
Excel, click Map Custom Fields.
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Path/Panel

Action to be Taken/Comments

Map Custom Fields x|

Drag the values from the source file on the left, and drop them on the appropriste destination figld
on the right. Drag the item from the right ko the left ko remave ik from the Field mapping.

Fraorm: Ta:
Microsoft Qutlook Microsoft Excel
Contacks CalendarExpartTest, xls
alus L‘ Field Mapped from
Comparny LaskMame Last Mame
Department StreetAddress Home Street
Job Title ity Home Ciky
Business Address Skate Home State ‘\\
Home Address Zip Home Postal Cade
Other Address E-Mail E-mail Address

fecick ant'e Dhana hd
k1| | JJ < | I |

Clear Map | Defaulk Map ‘

QK Caneel |

< Previous Mexk = |

Initially, the two sides of this window will
not have the same fields showing. To make
certain that all the fields get mapped into
the Excel file, expand the fields with plus-
boxes on the left side (from Microsoft
Outlook Contacts) and make certain that
the same descriptor appears in the right-
side box under the column Mapped from.

Map Custom Fields x|

Drag the walues 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 fram the field mapping.

From: To:
Microsoft Cutlook Microsoft Excel
Zontacts ExportingTest.xls

Walug = Field

Mapped Fram B

Direckary Server Children Children
b DireckoryServer Direckory Server

EmailType

= E-mail Display Mame EmailCisplaytame

Bl E-mail 2 EmailZaddress
#~E-mail 2 Address Email2Type
foEmail 2 Toma = Frn il @ Mierd bl =
<I I _’H ‘ il I
< Previous Mext = ‘ Clear Map | Default Map |

0ok | Cancel |

For example, to ensure that e-mail
addresses are transferred, scroll down the
left side to the value E-mail and click the
plus-box to open the sub-segments.

In this left frame, click on E-mail Address
and drag it over to the right side pane (To:
Microsoft Excel, [title of your file] Xls).
Drop this Value next to the Field named
EmailAddress under the column, Mapped
from.

x|

Map Custom Fields

Drag the walues From the source file on the left, and drop them on the appropriate destination field
aon the right. Drag the item from the right ta the left ta remove it Fram the Field mapping.

From; To:
Microsoft Outlook Microsoft Excel
Contacts CalendarExportTest. xls
‘alue i‘ Field Mapped from
Mame Firsthlame First Name
Company LastMame Last Mame
Department: Streetaddress Home Street:
Job Title Ciky Home City
Busingss Address State Home State
Home Address Zip Home Postal Code
Other Address E-Mail E-mail Address
fAecickant's Dhana hd
< | LIJ <l |

< Previous Mext = | Clear Map

Make certain that each Value in the left
side pane has a matching Field and
Mapped from descriptor in the right pane.

When finished, click OK.
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Path/Panel

Action to be Taken/Comments

Export to a File

The Following actions will be performed:

Export "Contacts" from Folder: Contacts

Map Custom Fields ...

This may take a few minutes and cannot be canceled,

Finizh Cancel

@ < Back

From the Export to a File panel, click

}'nish.

You will see an Exporting screen showing
you the progress of the export. When the
process is complete this screen will
disappear, leaving you in Outlook once
again. Go to My Documents and you will

find the Excel file.
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