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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. 
 

 
 
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. 
 

  
 

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. 
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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. 

 

 
 
 

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. 
 



 

out072gm 4 R. Sibulkin, IT 
  Worcester State College 

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

 
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.) 
 

 
 

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 didn’t display 
correctly under Data Preview, another character, could be chosen and viewed. . 
 

 
 
Step 2 displays file data with Tab selected as the type of character used in the file being imported to 
separate field/column data.  Since Gmail has “Name” and “Email” fields, rather than “First Name”, 
“Last Name”, and “Email”, this should be fine.  If the data isn’t displaying properly, another delimiter, 
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. 
 

  
 

6. Click Finish to import the Outlook text only file into Excel. 
 
The data from Outlook should appear in a new Excel worksheet. 
 
 

¶ 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. In order to view column data more easily, use the mouse to drag between columns A and B  

(or double-click between columns A and B) . 
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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. 
 

 
 

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. 
 

 

¶ Gmail Contacts contain the following fields:  Name, Title, Company, Email, Phone, Address, Website, 
Birthday, and Notes.   
 

5. In the 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.  
 

 
 

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 place them together in a “group” (Gmail’s version of a distribution list) unless 
one is created. .When importing a distribution list into Gmail, a group can be created in which to store 
the “group” members.   
 
After importing, contacts will be added to “All Contacts”.  To locate a specific  “group”, click the 
desired “Group Nameò listed under 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. 
 

 
  
Your Gmail Contacts area should display. 
 

 
 

3. In the upper right-hand corner of the WSC Gmail screen, click Import. 

https://community.worcester.edu/
http://gmail.worcester.edu/
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Import the Excel CSV file Into Gmail 
 
4. Import the file by doing the following: 

 
a. Under “Please Select a CSV or vcard file to upload”, browse to the storage location 

containing the Excel .CSV file you created containing your Outlook distribution  
list members. 
 

 
 

b. Place a check in the box to the left of “Also add these imported contacts to a New group  
and make certain New group is selected. 

 
c. Click Import. 

 
The “What would you like to name this group?” dialog box displays. 
 

 
 

 
d. Type the 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. 


