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How to transfer data from Outlook Contacts to an Excel Spreadsheet  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Go to File Menu and select Import and Export 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select Export to a file and press next 
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Select Microsoft Excel and press next 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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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Press Finish and your contacts should then export to the relevant Excel 
File which you can edit and use for Newsletter packages etc 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


