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Importing into Microsoft Outlook

I. On the File menu, click Import and Export…

II. From the Import and Export Wizard 

A. In Choose an action to perform:, 

1. select Import from another program or file.

2. Click Next.

B. In the Import a File window

1. Select file type to import from:  Comma Seperated Value(Windows).

2. Click Browse, and then select the file you want to import.

3. Select the destination / folder you want the imported data to go into. (eg. Contacts)

4. Click in the box to the left of the import file and destination you selected to check it.

5. Click the Map Custom Fields button (not the Finish button.)

6. In the From box, drag the field you want to convert onto the Microsoft Outlook field listed in the To box.  

To display additional fields in the To box, click the plus sign next to the field.  For example, to display the Business Street and Business City fields, click the plus sign next to Business Address.

Notes

· To see additional records in the To box, click Previous or Next.

· To remove all mapping, click Clear Map.

· To reset the original mapping, click Default Map. 

For Microsoft internet assistance http://support.microsoft.com/directory/default.asp?&SD=GN 

or call Microsoft at 800-936-3500.
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