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Batch import contacts

Fill in the contacts list :

1. Open Excel, enter corresponding titles [Name] and [Email] in the first row,
and proceed to sequentially create contacts information.
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B Enter the title.

14 - e.g. Company ~ Department *
A B Phone ~ address.

l MName E-mail

[ A b05000001 @ntn.edu.tw

3| B BOSOOO0OZ@ntn.edu.tw

4 C BOS000003 @ ntu.edn. tw

5| D bosoooondentedutw  Enter the information.

6| E  bOSO0000S@ntn.edutw

7 F o bOSO00O0G @ntn.edu tor

| o b0S000007 @ntn.edutw

G| H  bH0S000002@ntn.edutw
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2. After fill in, click [File] — [Save as] — [Browse] .
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3. Taking saving to the desktop as an example, fill in the [File Name] ,
select [CSV (Comma delimited) ] as type, and click [Save] .

ﬂ Save As

4 M s> ThisPC » Local Disk (C) » Users » User » Desktop w Search Desktop 2

Organize = Mew folder

]
[ This PC

=/ Pictures

E Videos

=, Local Disk (C:)

File name: ContactlList]
Save as type:

C5V (Comma delimited)

Authors: Tags Add atag

A Hide Folders Tools - Cancel
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Batch import contacts :

1. Open Outlook, click on the icon and switch [Contacts] .
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2. Click [File] — [Open & Export] — [Import/Export] .
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Mew New Contacg

Inbox -
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= Open Calendar
E Open a calendar file in Outlook (ics, wes).
Open

Calendar

Save As

ﬁ Open Outlook Data File

Open an Outlook data file (.pst).

Save Attachments

Open Outlook
Print Data File
« Import/Export
> Import or export files and settings,
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3. Select [Tmport from another program or file )] , click [Next] .

Impeort and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file
Import a VCARD file [wvcf)
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Import from another program or file
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Import R55 Feeds from the Comman Feed List

Description

Import data from other files, such as Outlook
data files [\P5T) and text files.

< Back I Mext = || Cancel

4, Select [Comma Separated] , click [Next] .

Import a File

Seledt file type to import from:
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5. Click [Browse] , find CSV file you want import.

Import a File

File to impaort:

| | |B!uwse...

Options

O Replace duplicates with items imported
@iﬁllnw duplicates to be created:

O Do not import duplicate items

6. Locate the file on the desktop, then click [OK] .

3 Browse X
“ « 4 I > ThisPC » Desktop v O Search Desktop yel
Organize * Mew folder S 1 @
~
& OneDrive - Persor N Contactlist]
. X Microsoft Excel Comma Separate...
£ This PC 205 bytes
Documents
* Downloads
J\ Music
[& Pictures
B Vvideos
‘i Local Disk (C)
i DVD Drive (D7) C
_..‘. T [ S >
File name: | ContactList1 v| Comma Separated Values V|
Tools - | OK | ‘ Cancel |
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7. Check the [Replace duplicates with items imported ) , click [Next] .

Import a File

File to import:
|‘-.Users‘-.User"-.Desktnp‘-.ContactLisﬂ.csv | |Bmw5e |

Options

| @Replace duplicates with items imported |

DAIIuwduplicatesto e created
() Do not import duplichte items

< Back |I Mext = || Cancel

8. Select [Contacts]) , click [Next]) .

Import a File

Select destination folder:

EI@ @ntu.edutw "
E] Archive
=5 Calendar
ERFEE Contacts
E : LY
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< Back |I Mext = || Cancel
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9. Check [ Import “ContactListl.csv” into folder: Contacts ) ,
Click [Map Custom Fields] .

Import a File

The following actions will be performed:

Import "Contactlist].csv” into folder: Contacts Map Custom Fields ...

Change Destination ...

This may take a few minutes and cannot be canceled.

10. Check if the [Values) on the left column match the [ Mapped from ]
on the right column.

“Name" correspond to “Name”  “E-mail” correspond to “E-mail” ,

After verifying the mapping, click [OK] .

Map Custom Fields >
Drag the values from the source file on the left, and drop them on the appropriate
destination field on the right. Drag the item from the right to the left to remove it from the
From: T
Comma Separated Values Microsoft Office Qutlook
ContactListl. csv Contacts
[ ]
| v
Value Field Mapped fram "™
Mame [ E Mame Mame
E-mail Campany
Department
Job Title
| E E-mail E-mail
E-mail 2
E-mail 3 W
£ >
< Previous Mext = Clear Map Default Map
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11. Click [Finish] .

Import a File

The following actions will be performed:

Import "Contactlist].csv” into folder: Contacts Map Custom Fields ...

Change Destination ...

This may take a few minutes and cannot be canceled.

12. Contacts import successful.
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