
Learn how to export your contacts from Microsoft Outlook, and import 
them into the Customer Relationship Management application.



1. First, to export your contacts from Outlook, open up Microsoft® Outlook and 
select ‘File’.

1. Then select ‘Import and Export’.



The window displayed will then appear. 

Be sure to select ‘Export to a file’, and click ‘Next’ to continue.



Then select ‘Comma Separated Values’ for Windows. 

Comma separated values are also known as a CSV file, which is the file format 
used to import information into the CRM application.



In the next window select contacts from the expanded folders, and click next to 
continue.



In this window select the browse option to save the CSV file to a 
specific folder so that you can easily locate it. 

Then select ‘Next’ to continue the process.



Then click ‘Finish’ to complete the export.



To begin the import process into your Customer Relationship Management 
application, select the ‘Import and Export’ option from the ‘Admin’ tab. 



Then click browse to select the specific CSV file you wish to import.



Select the file that you wish to import. Be sure to select the type of file so 
that you are able to view it when selecting.



Then click ‘Next’ to continue the import process.



-Select where the file came from. 

-Then select ‘Next’ to continue.



Here you have your Source and CRM columns where you can match your list of fields to 
make sure they are imported properly into the CRM.

Source Columns: Are the list of fields in your csv or excel file. Ex. Mobile Phone, First 
Name, Last Name,etc.

CRM Columns: These are the fields in the CRM. Your source Columns should match up 
with your CRM columns to ensure the import is successful. 

Fixed Values: A fixed value will override the source column by entering the value 
specified across all records in that column.





This window will then appear. Be sure to click ‘Start Import’ to begin the import 
process.



If you receive the pop-up above then you have duplicate contacts that you are 
trying to import.

-If you select ‘OK’ then the duplicate contacts will be replaced with the contacts 
being imported.

-If you select ‘Cancel’, only your new contacts will import, and not the duplicates.



Your contacts will then appear in your ‘Contact’ list, under the ‘Contacts’ tab.


