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 Importing and Exporting Data 

 
THE BOTTOM LINE

Microsoft Office Outlook can store a variety of critical information. 
Everything from an email message from your supervisor to the name of 
your auto mechanic can be stored in Outlook. Outlook data is stored in files 
using the .pst extension. In some situations, such as a hard drive crash, 
moving to a new computer, or the need to use the data in a different 
software application, the Import or Export commands are useful. For 
example, you can import contact information into Outlook from a different 
application or export contact information to create marketing letters 
addressed to your customers in a different application. 

Importing Data 
When you import data, you bring information into Outlook from an 
exterior source. Sources can include Internet mail account settings, RSS 
feeds, and data stored in other applications such as Microsoft Office Access 
or Microsoft Office Excel. 

TROUBLESHOOTING 
Outlook can import data from Microsoft Access 97-2003 and Microsoft 
Excel 97-2003. If you want to import data saved in a newer version of Excel 
or Access, first use Excel or Access to save the file in the 97-2003 version.  

IMPORT DATA 

GET READY. Before you begin these steps, be sure to launch Microsoft 
Office Outlook. 

1. In the Outlook window, click Contacts in the Navigation Pane. The 
Contacts folder is displayed, as shown in Figure 1.  

 

TAKE NOTE 
It is not necessary to display the Contacts folder to import data, but you will 
import contact data in this exercise. 
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Figure 1 

Outlook window 

 

Contacts folder 

Navigation 
Pane 

Click Contacts 

 

TAKE NOTE 
If you already have contacts stored in Outlook, they will appear in the 
Contacts folder. 

 
2. Click the File menu, and then click the Import and Export option. 

The Import and Export Wizard window is displayed, as shown in 
Figure 2. 

 

Figure 2 

Import and Export 
Wizard window 
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3. Click Import from another program or file in the Choose an action 
to perform list, if necessary. In this exercise, you will import Outlook 
contact data from a different computer. Click Next. The Import a File 
window is displayed, as shown in Figure 3. 

 

Figure 3 

Import a File window 

 

 
4. Scroll down to click Personal Folder File (.pst) in the Select file type 

to import from list. Click Next. The Import Personal Folders window 
is displayed, as shown in Figure 4. Initially, the File to import field 
may be blank. 

 

Figure 4 

Import Personal 
Folders window 

 

 
5. Click Browse. Navigate to the Contacts_to_Import.pst file in your 

data files folder. (See your instructor for the location of the data 
files.). Select the file, and then click Open to return to the Import 
Personal Folders window. Click Next. The second Import Personal 
Folders window is displayed, as shown in Figure 5. 
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Figure 5 

Second Import 
Personal Folders 
window 

 

 
6. Click Contacts, and then click Finish. The contacts in the file are 

imported into Outlook and displayed in the Contacts folder, as shown 
in Figure 6. 

 

Figure 6 

Imported contacts 

 
 

TROUBLESHOOTING 
If you already have contacts stored in Outlook, they will appear in the 
Contacts folder along with the two new contacts above. 

 
 PAUSE. LEAVE Outlook open to use in the next exercise. 

Imported contacts 

Select Contacts 
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In the preceding exercise, you imported an Outlook data file that was 
originally created on a different computer. This is an easy way to import 
your Outlook data when you start using a new computer. Simply export the 
data saved on your old computer, save the data to a location that can be 
accessed by your new computer, and then import the data into Outlook on 
your new computer. 

Exporting Data 
Because Outlook contains so much useful information, you might want to 
use the data in different applications. For example, you could use the 
contact information to create a database containing customer information. 
When you export data, you are saving information from Outlook to an 
external file. 

TROUBLESHOOTING 
Outlook can export data to Microsoft Access 97-2003 and Microsoft Excel 
97-2003. If you want to use the data in a newer version of Excel or Access, 
simply open the Excel or Access file in the newer software.  

EXPORT DATA 

GET READY. Before you begin these steps, be sure to launch Outlook 
and complete the preceding exercise. 

1. In the Outlook window, click Contacts in the Navigation Pane if 
necessary. The Contacts folder is displayed, as shown in Figure 7. 
The displayed contacts were imported in the preceding exercise. 

 

Figure 7 

Outlook Contacts 
folder 

 

Navigation 
Pane 

Click Contacts 

Contacts folder 
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2. Click the File menu, and then click the Import and Export option. 
The Import and Export Wizard window is displayed, as shown in 
Figure 8. 

 

Figure 8 

Import and Export 
Wizard window 

 

Export data 

 

3. Select Export to a file in the Choose an action to perform list. Click 
Next. The Export to a File window is displayed, as shown in Figure 
9. 

 

Figure 9 

Export to a File 
window 
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4. Click Microsoft Excel 97-2003, and then click Next. The second 
Export to a File window is displayed, as shown in Figure 10. 

 

Figure 10 

Second Export to a 
File window 

 

 

5. Click Contacts, if necessary, and then click Next. The third Export to 
a File window is displayed, as shown in Figure 11. Initially, the Save 
exported file as field may be blank. 

 

Figure 11 

Third Export to a File 
window 
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6. Click Browse. Identify the exported data file as 
Exported_Contacts.xls. Click OK to return to the Export to a File 
window. Click Next. The final Export to a File window is displayed, 
as shown in Figure 12. 

 

Figure 12 

Final Export to a File 
window 

 

 
7. Click Finish. The data is exported to the Exported_Contacts.xls file 

in the location you specified.  
 

TROUBLESHOOTING 
All of your contacts are exported. Therefore, your exported file will contain 
additional data if you have other contacts saved in Outlook. 

 
8. To clean up Outlook after completing these exercises, delete the 

Ryan Calafato and Doris Hartwig contacts. 
 STOP. CLOSE Outlook. 

In the preceding exercise, you exported contact records to an Excel file. 
Data can also be exported in Microsoft Access format and in a generic 
format containing data separated by tabs or commas. If you export a file in 
the generic format, it can be used by a variety of software applications, 
including custom applications written to manipulate data. 
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