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1 Importing Data into Microsoft Outlook - The Basics 

 

This tutorial describes the basics of importing a .CSV file you’re 
your Contacts folder in Microsoft Outlook. 

A CSV (Comma-Separated-Variable) file is a data file where the 
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 
separating the fields) being a comma (“,”) in this case. 

We look at: 

CSV Files 

Importing a CSV File 

 

For more information please e-
mail us. 

If you found this article 
interesting please join our 
monthly newsletter 

 

Open the PDF document 

Download the article in a PDF 
(zipped) format 

 

OutlookWise Home 

ExchangeWise Home 

2 CSV Files 
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: 

 
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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3 Importing a CSV File 
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. 

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

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

 

5. Click Next: 
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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.  

 

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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9. Click Next. 

 

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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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 
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. 

www.mxcontact.com

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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