Import Outlook Contacts Into
Google Gmail.

1. From Outlook, select “File” > “Open & Export” > “Import and Export*

2. One the first screen of the wizard, select “Export to a file®, then click “Next*.

Choose an action to perform:

xport to a file
Import a VCARD file {.vcf)
Import an iCalendar or vCalendar file {.ves)
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Export Outlook information to a file for use in other
programs.
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3.Select “Comma Separated Values (DOS)*, then click “Next®.

Create a file of type:

Comma Separated Values (DOS)

Comma Separated Yalues (Windows)
Microsoft Access

Microsoft Excel

Personal Folder File { pst)

Tab Separated Values (DOS)
Tab Separated Values (Windows)
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4.Choose “Contacts” in the list, then click “Next®.

Select folder to export from:

Eﬁ? Personal Folders
- calendar

----- 15 Deleted Items
m Drafts

-7 Tnbox

----- &l Journal

-3 Junk E-mail

5.Save the file to a location. Click the “Browse...” button if you want to avoid typing the full
path. Click “Next®.

Select folder to export from:

-6t personal Folders
-] Calendar
SE| Contacts
----- 15l Deleted Ttems
m Drafts

-7 Tnbox

----- &l Journal

-3 Junk E-mail

@ Outbox

6.Click “Finish”.

7.The file is exported with a .CSV extension.



Gmail Import Steps

e Above compose you can find mail on the top left you can find the triangle facing
down.Just click on that and a tray will open like below.
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e Click on contacts.
e Sclect the “More” button, then select “Import®.
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e Under “Import Contacts*, click “Choose File*.
x
Import contacts
We support importing CSV files from Outlook, Outlook Express. Yahoo! Mail,
Hotmail, Eudora and some other apps. We also support importing vCard from
apps like Apple Address Book. Leam more
Please select g CSV or vCard file to upload:
o file chosen
)
e C(Click on import.

The contacts are then imported and ready to use in Gmail.






