OutlookW!se Tutorial Importing Data into Microsoft Outlook - 1

1 Importing Data into Microsoft Outlook - The Basics

This tutorial describes the basics of importing a .CSV file you're FrTT—
your Contacts folder in Microsoft Outlook. e R o W

A CSV (Comma-Separated-Variable) file is a data file where the Sy e
fields are separated by a comma. For this reason it is also known =

as a comma-delimited file, with the “delimiter” (i.e. the character on

separating the fields) being a comma (“,”) in this case. =]

We look at: For more information please e-
CSV Files mail us.
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2 CSVFiles

A CSV (Comma-Separated-Variable) file is a data file where the fields are separated by a comma. In many
cases the first row of the file contains the field or column headings, as shown below:

I Outlook_Contacts.csv - Notepad g@§|
File Edit Formakt View Help

LastT Mame,First Mame,Ti1tle,Compamny,Jon Title, E C Ly, BUS ]

atimer,Yoshi,, Hungry Coyote Import Store,Sales Representat1ve,,USA CIty Center Pl aza

Sla Ma'ln st.",Elgin,OR, 97827,UsA,+1 (5030 555-6874,+1 (5030 555-2378,
Stee1,JDhn,Dr.,La2y K Kountr StDre,Marketing Manager, ,Usa,12 orchestra Terrace,walla walla,
vorres, Jaime,,Let's Sstop M Shop,owner, ,Usa, "87 Polk st.
suite 5", 5an Francisco,ca, 94117, us4,4+1 (4157 555-5938,,
wilson, Fran,,Lonesome Pine Restaurant,sales manager,,Usa, 8% chiaroscuro Rd.,Portland,or, 9721
Phillips, rene,,0ld world Delicatessen,sales Representative,,USA,2743 Bering st.,Anchorage, Ak
wilson, PauTla,Mrs. ,Rattlesnake Canyon Grocery, Assistant Sales Representative,,Usa, 2817 Milton
Pavarotti,Jose,,Save-a-1ot Markets,sales Representative,,usa,187 suffolk Ln.,Boise, ID, 83720,
Mixon,Liz,,The Big cheese,marketing mManager,,UsA, "89 Jefferson way
suite 2", Portland,or, 97201, UsSA,+1 (5030 555-3812,,
WDng,Liu,,The Cracker Box,Marketing Assistant,,Usa,55 Grizzly Peak Rd.,Butte,MT, 39801, USA,+1
paniels, Jack,Mr.,Great Lakes Food Market - Kirkland,Purchasing Manager,jackd@greatlakes. com.
Jablonski,kard, ,white Clover mMarkets,owner,,uUsa, 305 - 1d4th ave. S.
Suite 3B",Seattle,wd, 98128, Us4,+1 (2067 555-4112,+1 (206 555-41165,
Burke, shelley, ,New orleans Cajun Deldights,order Administrator,,UsSA,P.0. Box 78934, Mew Orlean
merchant, Robhb, , New England seafood Cannery,wholesale account agent,,UsA, "order Processing De
2100 Paul Revere Blvd.",Boston,Ma, 2134, 0sA,+1 (6170 555-3267,+1 (6172 555-3380,
walker, John,mr. ,Great Lakes Food Market - Eugens,Managing Director, johnw@greatlakes. com.us, U w

£ *

Below is a link to the sample CSV file shown above:

http://ds1.downloadtech.net/cn1018/OutlookWise/Outlook Contacts.csv

By default if you open a CSV file and you have Microsoft Excel installed, the file should open in Excel, as
shown below:
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E3 Microsoft Excel - Outlook Contacts.csv

HJEIE Edt ‘Wew Insert Formst Took Data Window Help Acrobst

s @0 LR - & F A& 2 E 2| -0 - | B DS
mm
| Al | = Last Mame
[ A B | & | D E [ F
1 [Last flame  IFirst Mame  Title Company Job Title E-mail Address
2 Latimer ‘Wazhi Hungry Coyate Impart Stare Sales Reprosantative
3 | Gteel John O Lazy K Kountry Stare Marketing Manager
4 |Yores Jzirme Let's Stop M Shop Chener
5 Wilsan Fran Lonagome Pine Restaurant Sales Maragar
6 Fhillips Rene Cld World Delicatessen Sales Representative
T Wilzan Faulz s Rattlecnake Canyon Grocery Aggistant Sales Representative
8 | Pavarott Jose Save-a-lot Markets Sales Represertative
9 |Mizon Liz The Big Cheese Marketing Manager
10 |¥ang Liu The Cracker Box Marketing Assistant Y
11 |Damels Jack elr. Gireat Lakes Food Markei - Kirkland | Purchasing Manager Jackdmgreatiakes com us
12 Jablongki Karl White Clover Markets et
13 |Burke Shelley Mew Orleans Cajun Delights Order Adrminigtrator
14 |Merchart Fobh Mew England Seafood Cannery ‘Wholezale Accouni Agerit
15 |Walker John I¥lr. Great Lakes Food Marke! - Eugene | Managing Director
16

3 Importing a CSV File

Country
USh
USA
LSA
Uss
LUSA
USh
USA
LSA
Uss
LUSA
USh
USA
LSA

Johnwiorestiakes.com.us UEA

Business Street
City Center Plazad
12 Crchestra Tewrace
87 Palk St.0

83 Chiaroscuro Rd.
2743 Benng St
2817 Milon Dr.

187 Suffalk Ln.

B9 Jefferson YéayO
23 Grizzly Paak Rd.
722 Davinci Blwd,
305 - dth Ave. S50
PO Box 78934
Order Processing
2732 Baker Bhd.

Below is a link to a sample CSV file. There are only 14 contacts in this database (so they can easily be

deleted if you do import them).

http://ds1.downloadtech.net/cn1018/OutlookWise/Outlook Contacts.csv

To import this file into your Outlook Contacts folder, follow these steps:

1. Click on the link above and download/open the file and save it on your desktop, using File, Save
As in Excel. Answer Yes to keep the workbook in CSV format.

2. If you have opened the file in Excel, close it.

Select File, Import and Export from the main Outlook Menu Bar.

4. When the Wizard starts, choose Import from another program or file:

Import and Export Wizard

Choose an action ko perfarm;

Excpart to & file

Impart a WCARD file (L weF)

Import aniCalendar or wCalendar file (L wves
Impork anaother prograrm ar File
Impart Inkernet Mail Account Setkings
Impart Inkernet Mail and Addresses

—Description

Impart data From DJ%F programs or files, including
ACT!, ECCO, Lotus Oraanizer, Personal Folders
{.PST), Schedule+, database files, text files, and
others.

Cancel

< Back I Mert » I

5. Click Next:
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Import a File

Select file bype to import from:

ACT! 2.0 Conkact Manager For Windows
ACTI 3%, 4.0 Conkack Manager For Windows
Zomma Separated Yalues (DOS
Comma Separaked Yalues (Windows)
dBase

ECCO 2.0, 5.0, 4.0

Lotus Organizer 4.

Lokus Organizer 5,x LI

IE < Back I MHext > I Cancel

6. Choose Comma Separated Values (Windows) and click Next.

7. Browse to the folder (we suggested the desktop) where you saved the Outlook_Contacts.csv file,
select it and Next.

Import a File

File ko impaork:
I;'l,susanj'l,Deskl:u:up'l,OutIu:u:-k_Cu:-nI:acts.u:sv Browse ... |
Oipkions %

i~ Replace duplicakes with items imported
* Allow duplicates ko be created

" Do nat import duplicate ikems

@l ¢ Back I Mext = I Cancel

8. Choose the folder in which the new items should be placed. This would normally be your Contacts
folder (the default):
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Import a File

Select destination folder:

El--@' Mailbo - Susan Jones

2% Calendar
. @ c

----- i@ Deleted Ttems
----- $E Drafts

----- F Inbox

{ﬁ Journal

----- £E M-Contack Personal
----- MNotes
IS Cukbo

----- £33 Sent Tkems

@l < Back I M et >i I Cancel

9. Click Next.

Import a File

The following actions will be performed:

Import "Outlook_Contacts, cs+" inko Folder: Cont... Map Custom Fields ... |

hange Destination ... |

This may take a few minukes and cannok be canceled.

L3

@l ¢ Back I Firiizh I Cancel

10. Click Finish (In another tutorial we will look at the intricacies of data import such as mapping
Custom Fields in more detail).

You should end up with 14 (additional) contacts in your Personal Contacts folder.
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T Contarts - Micrmsoft Dutlnlk = 1500 %]
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sl = | S S ¥ | ¢ 05 5 - | Sened G| B Teeescootactiofid =)
& | chgack ¢ r:_.]|:| = | g | rone e - A2,
# = Contacts el
utiock Thorbouts | | Falder List | O 87 [Ful hans Conpary |Fe i |Busiesm Phane Busomas Fax Home Phore_- |
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a]
5:@ g el el | [nsh Latmer Hurgry Covcbe ., [Latimer, Yogh 1L [0 AT |+ (O T
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= - - . - -
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4 MX-Contact: Managing Contact Lists inside Outlook/Exchange

If you're looking for an application to assist you with managing a contact list
of some kind, whether it be customers, prospects, members, suppliers or any
other group of contacts, check out MX-Contact. MX-Contact is a Contact
Management, CRM, and Sales Automation package that runs inside

CONTACT

www.mxcontact.com

Microsoft Outlook 2000, 2002 or 2003. The system utilises all the standard
functionality of Outlook but provides many additional features that transform
Outlook into a powerful contact manager or CRM system.

MX-Contact comprises a Base System, with optional Sales, Marketing and
Support modules that can be added at any time. So you can use MX-
Contact for managing the contacts and/or companies you deal with, and the
interactions (phone calls, e-mails, appointments, etc.) you have with them,
plus use it to manage your sales opportunities, marketing campaigns and
events, and/or customer support incidents, by adding any of the available
modules.

5 Subscribe to the OutlookWise Newsletter

If you've found this article useful, please subscribe to the OutlookWise monthly newsletter.

OutlookWise is both a web site and newsletter aimed at keeping Microsoft® Outlook® users up-to-date
with news, information and articles of interest on Outlook and Exchange Server, as well as reviews of add-
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on products and utilities, all geared to enhancing your knowledge of Outlook and increasing your
productivity.

If you would like to contribute an idea or article, or tell us about an exciting product or utility that
complements Outlook and/or Exchange Server, please feel free to e-mail us.

OutlookWise is a service to the Outlook community from ExchangeWise, which is a specialist software
company focusing on the development and marketing of applications and utilities that enhance the
functionality of Microsoft Outlook and Exchange Server.

OutlookWise is edited by Brian Drury, founder of ExchangeWise, and the architect of MX-Contact, a CRM,
Contact Management and Sales Automation System for Microsoft Outlook. Brian has over 20 years
experience in the IT industry and has focused on CRM, Messaging and Collaboration systems for the last
14 years.

Visit the:
OutlookWise Home Page
ExchangeWise Home Page
MX-Contact Home Page

6 Download the PDF Version

If you'd like this article in a format that’s easier to print and/or read off-line, please:

open the PDF version, or

download the article in a PDF (zipped) file.
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