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Click here to 

watch video 

In so many situations, one needs to import contacts to Outlook from an Excel spreadsheet. Follow these 

simple steps to import contacts from an Excel Sheet in to Outlook 2010, the only pre-requisite is that your 

Excel sheet should be in the Comma Separated format. 

In Excel – Convert the Excel spreadsheet into the CSV or TXT Format 

1. Open Excel and, if you already have a contact list saved, open it. In order for the spreadsheet to be 
properly read by Outlook, the first row needs to contain descriptions (column titles). If yours is 
already set up in this fashion, skip ahead to Step 3.  If not, proceed to Step 2.  
 

2. Right-click the number "1" next to the first row and hit "Insert." Insert a header for each column in 
the newly created first row. For example, if the first column contains your contacts names, the 
column should be called "Name." 
 

3. Click the "File" tab. Click "Save As" and enter the desired name for your contacts list. In the "Save-
In" drop-down list, choose a location to save the file. Under "Save as Type", choose "CSV 
(Comma Delimited)(*.csv)" or “Text (Tab delimited)(*.txt)”.   Make note of where you're saving 
the file and click "Save."   
 

4. You will probably get a message stating that the selected file type does not support workbooks that 
contain multiple sheets.  Click “OK”. 
 

5. Another window will pop up stating that the file may contain features that are not compatible with 
CSV or Text (Tab Delimited).  Do you want to keep the workbook in this format?  Click “Yes”. 
 

6. Your file has been saved.  Close the workbook. 
 

In Outlook – Import the CSV or TXT file into Outlook 

1. Open Microsoft Outlook and click on the "Contacts" navigation button located on the bottom left .  
Right-click the folder labeled "Contacts" and select "New Folder." Name the new folder and click 
"OK." 
 

2. Click the "File" tab and select “Open” from the file menu. 
 

3. Select "Import" and the Import and Export Wizard will display. 
 

4. Select "Import from another program or file“ and click  “Next”. 
 

5. Select “Comma Separated Values (Windows)” , also known as CSV or “Tab Separated Values 
(Windows)”, also known as Text (Tab Delimited) and click "Next".  
 

6. Click "Browse" and locate your saved CSV or Text contacts file. Double-click the file.  The file 
location will display in the file to import field and click “OK”. 
 

7. In the “Import a File” dialog box, under “Options”, choose one of the following:   

 Replace duplicates with items imported – If an Outlook contact already exists, it is replaced 
by the information that you are importing.  

 Allow duplicates to be created – If an Outlook contacts exists, the imported contact is 
created as a second contact. 
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 Do not import duplicate items – If an Outlook contact exists, the information for the imported 
contact is not imported. 

 

8. Click "Next". 
 

9. In the Import a File dialog box, under “Select destination folder” select an Outlook folder to save 
the imported file in --the one you just created--and click "Next."  
 

10. Check the check box next to the file and click "Map Custom Fields."  
 

11. Drag the values from the source file on the left, such as "Name," and "Email Address" to the 
appropriate destination fields in the box on the right side.  Note:  When mapping, click the [+] sign 
in to expand the field. 
 

12. Click "OK," then "Finish."  Import and Export Progress dialog box will display. 
 

13. Once the import process is complete, the items that were imported in your Outlook contact list will 
display.   

 

Video Instructions 



