Exporting Contacts from Microsoft Outlook
1. Open Microsoft Outlook and click on the Contacts button located on the left side of the window.

2. Select File from the top menu bar and click on the Import and Export… option.

3. The Import and Export Wizard window will appear with a list of actions to choose from. Select Export to a File and click Next.

4. The next step prompts you to select the type of file you want to export your contacts as. If you have Excel installed, choose Microsoft Excel; otherwise choose Comma Separated Values (Windows) and click Next. 

5. Now you will be prompted to choose which folder to export from, select Contacts (or your own folder, if you have created a separate folder of specific contacts that you want to create your list from), and then click Next.

6. After that, you will name your file and choose where you want to save it. Click Browse and browse to a suitable folder, such as My Documents. Give your new file a name in the File name space near the bottom of the window. Click OK.
7. You will be returned to the Save exported file as window with your new file name shown. Click Next.

8. This window informs you of the action that will be performed. It should read Export “Contacts” from folder: Contacts (or the name of the alternate folder you may have chosen in step 5). Click Map Custom Fields.

9. Use the Map Custom Fields window to make sure that your data is set to end up in the correct fields when exported. Make any necessary changes here and then click OK.

10. You will be returned to the Action window. Click Finish. Your exported contact list will be created.

11. You can now browse to My Documents (or the alternate location you may have selected in step 6) and open the new file in Excel. 

12. If you have not done so already, you should read our address file specifications and make any necessary adjustments (such as cleaning up contacts and removing non-address fields) before uploading your contact list into your account.

