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How to transfer data from Outlook Contacts to an Excel Spreadsheet
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Go to File Menu and select Import and Export
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Select Export to a file and press next
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Comma Separated Values (DOS
Comma Separated Values (Windows)
Microsoft Access
Micrggoft Excel
Pergonal Folder File (.pst)
Tab Separated Yalues (DOS)

ab Separated Values (Windows)

Select Microsoft Excel and press next
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Select the relevant Contacts folder you need to access the data from
and press next
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Browse or type in where you want your contacts to be saved and press
next
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This may take a few minutes and cannot be canceled.
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Press Finish and your contacts should then export to the relevant Excel
File which you can edit and use for Newsletter packages etc
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1 [Title IFirsthame MiddleNal Lastiame Suffix Company Departme JobTitle | Businesss Businesss Businesst BusinessC Businesss BusinessF BusinessC HomeStre HomeStre Home S
2 Jessica Comes My virtual PA Director |1 Springfield RoadPortishead  Bristol B=20 BLH United Kingdom
| 3 | (Kim |Batchelor Iy Virtual PA Director 1 Springfield FoadPortishead | Bristal | |B520 6LH United Kingdom
4 Bull & Bear Restaurant Frankfurt Germany
52| Clarion Hotel Copenhagen Maolestien 11 Kobenhawn 34 DK-2450 Denmark
4 Duc des Lombards 142 Bue des Lombards?5001 Paibdetra Chatelet | France
2] Grumbles Restaurant 35 Churton Street London SWIV ELT United Kingdom
e Hiltan Hanors
] Hotel "Le Meridien" Miinchen Miinchen Germany
(10 | Hotel Calitornia 16 rue de Berri Paris 775008 France
11 Hotel Deutsches Theater | Schwanthaler Strasse 15 (Miinchen (D-80336  Germany
12 Hotel Falken Memmingen
12 Haetal Hiltmn hdalmae Mk Trianmnln 2 hdalrmm annan Cusmrdan




