Export Outlook 2007 Distribution Lists to a File That Can be Imported into Gmail
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Export Outlook 2007 Distribution Lists to a File That Can be Imported into Gmail

In order to provide yourself with backup copies of Outlook distribution lists, it is a good idea to export ones
that you want to keep. That way, you will have copies that can be imported into Gmail, if necessary, once
the transition takes place. Such lists might include people with whom you have professional associations,
but are not members of our WSC population.

IMPORTANT NOTE: In order to import existing Outlook 2007 distribution lists into Gmail, they need to be
exported from Outlook as text only files, converted to Excel comma delimited (.csv) files, and imported
into Gmail.

This process can be accomplished using earlier versions of Outlook and Excel, but the steps will be
slightly different.

Export an Outlook Distribution List to a Text File
1. Open Outlook 2007 and click Contacts, to make Contacts visible.

2. In order to make it easy to scroll through existing Contacts and Distribution lists, from the View menu,
select Current_View, followed by Outlook Data Files.

1 View |§o ;gols 7édions 7ﬂelp Adobe PDF
Arrange By » W7 | @ Search address books g
Current View » ‘ B Business Cards i
{53 AutoPreview Address Cards k
Expand/Collapse Groups » Detailed Address Cards E
Navigation Pane 3 ‘ Phone List
To-Do Bar > By Category
Reading Pane 4 By Company
Reminders Window By Location
Toolbars . v Outlook Data Files

Distribution lists display two heads to the left of the Distribution name, rather than a Contact card,
preceding the list name.

Contacts and distribution lists should display alphabetically, unless they have been sorted differently.
Clicking Full Name under Contacts, toggles an A-Z or Z-A sort.

|| 84 Contacts

[ @fFull Name Cq

| Click

Sort by: Full Name

3. Scroll to locate and select a distribution list you want to export to Gmail.

Note: Several distribution lists can be selected at once (using the <Ctrl> + click method) if you
just want to bring contact names from Outlook into Gmail Contacts. Then, you can create
Gmail “Groups” using the contacts that were imported from your selected Outlook
distribution lists.

S Gropar riness TTness, Gronal
8| Global Fitness Fitness, Global
.  GmailTest GmailTest
&,  GmailTest2 GmailTest2
ol Lran Dhilling Rhilline Cran
out072gm 2 R. Sibulkin, IT

Worcester State College



Export Outlook 2007 Distribution Lists to a File That Can be Imported Into Gmail

Export an Outlook Distribution List to a Text File

4. With the desired distribution list selected, from the Outlook File menu, select Save As, choose
Text Only from the Save as type drop-down menu, and save the file with a descriptive name to
the desired location. The screen might look slightly different than the graphic below, depending on
the version of Windows that is being used.

(v Save As

@Ov_ « Desktop » Outd72GM

Organize v Newfolder

I~ Microsoft Office Outlook

¢ Favorites
B Desktop
18 Downloads

- GmailTest
%1 Recent Places

4 Libraries

1% Computer
&, Local Disk (C))
59 rsibulkin$ (\wscfile3) (L)
&9 labshares (\wscfiled) (V:)

File name: GmailTest

Save as type: Text Only

Open the Text File in Excel and Convert it to an Excel CSV (Comma Delimited) File

1. Open Microsoft Excel 2007.

2. Click the MS Office button in the upper left-hand corner of the window and choose Open

(In Excel 2007, From Text also can be selected from the Data tab).

Make certain that “All Files” is selected (Files of type) so that file types other than Excel

will be visible.

The image below was created using Windows 7. Your view will depend on the version of Excel
and/or Windows Explorer you are using.
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Open the Text File in Excel and Convert it to an Excel CSV (Comma Delimited) File
3. Browse to locate and open the saved text file containing your Outlook distribution list members.

Since the file is in a text format, not the usual Excel format, the Text Import Wizard displays.
You might need to scroll down to view distribution list member names.

Delimited refers to character(s) that separate fields (i.e. Categories/field headings/columns.)

Text Import Wizard - Step 1of 3

The Text Wizard has determined that your data is Delimited.
1f this is correct, choose Next, or choose the data type that best desaribes your data.
Orignal data type
Choose the file type that best describes your data:
O Delmited| - Characters such as commas or tabs separate each field.
Fixed yiith - Fields are aligned in columns with spaces between each field,

Startimport atrow: 1 5 File grign: 437 : OEM United States

Preview of file C:\Usarsrsibuliin \Desktop \OutD 72GM\IT. txt.

=1e ab¢ n@worcester.edu
RobertRobert . s ifworcester.edu

4. Keep Delimited selected and Press <Next>to move to Step 2 of the wizard.

In the distribution list used in this exercise, two fields (Name and Email) were included in the
distribution list. The fields were separated in the text file by a tab character. If the data d i ddisplay
correctly under Data Preview, another character, could be chosen and viewed. .

Text Import Wizard - Step 2 of 3. o

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
[¥Tab
[ semicolon [ Treat consecutive delimiters as one

Flc

5 ;omma Text qualifier: |~ E
Space

[ other:

Data preview

Tedd odd.Ber worcester.edu
icu' -, Andrew PRrn..cw Zalcuct@worcester.edu
1, Laura 1 C:-2we @worcester.edu
., Matthew Mz W, z1ll@weorcester.edu
4k, Sopheap Sop! P- z @worcester.edu

[ cancel | [ <Bak | [

Step 2 displays file data with Tab selected as the type of character used in the file being imported to

separate field/column data. Si nce Gmai | has “Name” and “Email” field
“Last Namedil andt HiEsn Isthotuhel da&t &dinen’t di splaying pro
such as comma, could be selected and viewed on this screen.
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Open the Text File in Excel and Convert it to an Excel CSV (Comma Delimited) File

5. If all is displaying satisfactorily on Step 2 of 3 of the wizard, click Next to proceed to Step 3.

This screen lets the data for each column/field be formatted correctly. General is fine for text.

e
Text Import Wizard - Step 3 of 3

3 =

Column data format
@ General
Text

This screen lets you select each column and set the Data Format.

'General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

) Date: | MDY Advanced...
~) Do not import column (skip)
Data preview
fedd T.us . n@worcester.edu o

v. ‘21 st@worcester.edu
-fase _l@worcester.edu

B-lScpheap.f ~*.. - uk@worcester.edu -

.%. .swell@worcester.edu

[ Cancel J[ < Back J

6. Click Finish to import the Outlook text only file into Excel.

The data from Outlook should appear in a new Excel worksheet.

1 In most cases data will need to be “cleaned up” in order to remove columns or rows that do
not include distribution member’s information. Otherwise, it might not import into Gmail

without errors.

Remove Unnecessary Rows and Columns and Type Appropriate Column Field Names

1. Inorder to view column data more easily, use the mouse to drag between columns A and B
(or double-click between columns A and B) .

Al

- f< | Distribution List Name:

DistributiolIT

Members:

R

C D E

Drag between columns

to widen (or double-
rlirk)

C:~n T,Todd.. =7 ~on@worcester.edu
it L, An Andrew.” ~Lutt@worcester.edu
Ce weali, La Laura.C sveell@worcester.edu

o Pl 1l A8 20 eidle Pl 1= . al
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Remove Unnecessary Rows and Columns and Type Appropriate Column Field Names

2. Highlight rows 1, 2, and 3 (or other unwanted rows) by clicking their row headers (row numbers)
and dragging to select all desired rows. Leave one blank row in which to type new column names.
Each unwanted row should be selected. Right-click to display a shortcut menu and select Delete.

[ Al - f« | Distribution List Name: |
1 A B C D
stribution List Name: IT

Click row headers (1, 2, 3) to select.

4
5 ir .., "odd Toda.l _a@worcester.edu
6 Cwit” ., Andrew Andrew.. - t@worcester.edu
7 v as cell, Laura Laura.i ...."@worcester.edu

3. Click in an empty cell to deselect rows.
Highlighted rows should be deleted, so only one blank row and distribution list data ought to remain.

4. If you do not have an empty row, right-click the first row header (1) and select Insert from
the shortcut menu that displays.

A new row should have been inserted above the selected row.
1 Gmail Contacts contain the following fields: Name, Title, Company, Email, Phone, Address, Website,
Birthday, and Notes.

5. Inthe empty first row, type the field names for the distribution list data. In this exercise,
type Name in Column 1 and Email in row 2.

6. Click the MS Office button and select Save As...Excel 97-2003 Workbook.

7. Give the file a descriptive name, and under Save As Type make certain that CSV (Comma
delimited) is selected. Browse to the desired storage location, and click OK.

If .CSV is not selected, the data will not import into Gmail correctly.

An alert similar to the following displays.

Microsoft Office Excel T &

ITCSVDelR.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

'0‘ « To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick No. Then save a copy in the latest Excel format.
« To see what might be lost, diick Help.

i ves | [ o | [ Hep

8. Click Yes.
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Gmail can import contacts (the names and email addresses etc.) from Outlook distribution lists, but it

does not automatically placethem t oget her( Gmaial '“sg rvoeurps’i on uoldss a di stri
one is created. .When importing a distribution list into Gmail, a group can be created in which to store

the* group” member s.

After importing, contacts wi | | be added to “ Adspecificd gtraaitps”,. cl Ta kl d hat
desi Geduf Nistechender My Contacts. All names imported when the group was
created display.

Import the Excel CSV file Into Gmail

1. Log into Gmail from the Faculty or Student Central tab of the Community system page
(https://community.worcester.edu) or directly by entering http://gmail.worcester.edu in your
internet browser.

2. On the left-hand side of the WSC Gmail Navigation bar, select Contacts.

Start Page Mail Calendar [
o WSC
Wy Gl
Compose Mail
Inbox (3
Starred ¥y
Sent Mail
Drafts
Follow up
Priority
4 morev
Contacts
Tasks
= Chat
Your Gmail Contacts area should display.
Start Page Mail Calendar Documents Sites more v wscittraining@worcester.edu | Settings | Help | Sign out
b ‘,_ \)s.l SearchMal  SearchtheWep =~ —hoe2esrchiguons
W Geguil T
Lompoes Ml +2|+4&8 \ Search Import § Export | Print
Inbox (3) Sdlact: Al Tiore
Starred 7 -
ent Mail SINess
Dt prov My Contacts
Follow ug Personal
Misc Pupplers My Contacts is a place to import, store and view ail of the contact information
Priority P 8 :r;asl"s) xr::;ﬁ:;z :::p,veo; c;nc:lso create your own groups of contacts to
4 morev Most Contacted
Missing someone?
It's easy to add frequently emailed people to My Contacts using our suggestions.
AN View Suggestions | | eam more
= Chat o
Got duplicate contacts?
We can help you find and merge your duplicate contacts
£ T Training Find duplicates
3. Inthe upper right-hand corner of the WSC Gmail screen, click Import.
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Import the Excel CSV file Into Gmail

4. Import the file by doing the following:

a. Under “ Pl e aGS¥ orScart fdectd upl@ad”, browse to the storage location
containing the Excel .CSV file you created containing your Outlook distribution
list members.
’ + & ' ’ + & ’ ‘ \ Search contacts H Search ‘
My Contacts 0 Import
Business g We support importing CSV files from Outlook, Outlook Express, Yahoo! Mail, Ho
N - importing vCard from apps like Apple Address Book.
dist list 0
Personal 0
Suppliers 0 Please select a CSV or vCard file to upload:
All Contacts 0 C:\Users\rsnbulkm\Desklm
Most Contacted 0 r—
[¥] }lso add these imported contacts tl New group... ~ I
Learn more
b. Placeachecki n the box to the | eft of “ ANewgroupdd t hese

and make certain New group is selected.
c. Click Import.

The “What iwhal tdoybopamk this group?” dialog box dis

’ -
Ex;ﬁ)rer User Prompt i
S e
What would you like to name this group?
Cancel |

IMyITGroup

d. Typethe name you would like to call the group.

e. Click the OK.
Gmail will create a group with the name you entered and import the contacts.

5. Under My Contacts, click the group name you created. Imported contacts should display.
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