Steps to move contacts from Outlook to TrackVia.
Steps In Outlook:

1. View your Contacts

Contacts - Microsoft Outlook

i plle Edit View Go Tools Actions Help

HE[CYRINE RER AR S EYe R A el =|

o CotacE

i
Abbamor
% | Contacts
< o 295 Park /
Current View Apt 10-0
News York,
@ Address Cards
Business:
() Detailed Address Cards Mobile:
() Phone List E-mail:
E-mail 2:
By Categol
O8y oo E-mail 3:
O By Company E—
() By Location Adler, Jo
O 8y Follow-up Flag Tampa, Fl
Home:
Open Shared Contacts... E-mail:
Customize Current View... E-mail 2:
Adobe C:
ADT Sect
Business:
Mobile:
Business F
- Adwords
_ Akoury, .
f 5 Apple R
1| Calendar Beverly, M
[ Business:
3: Col Home:
— E-mail:
_

New

Open »

Close All Ttems

Save Attachments »
Folder »

/-Qata File Managemem..<.

Import and Export... )

chiv

Page Setup »

% [ & Print Preview
N =

Print... Ctri+P 1 Home:
Work Offline

Exit




3. Select: Export to a file

Import and Export Wizard

Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Export Outlook information to a file for use in
other programs.
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4. Select: Microsoft Excel 97-2003

Export to a File

Create a file of type:

Comma Separated Values (DOS)
Values (Windows)

Microsoft Access

Personal Folder File (_pét)
Epar; s (DOS)
Tab Separated Values (Windows)
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5. If Contacts is not already selected, scroll to find your Contacts folder (within “Personal
Folders” toward the top) and select (highlight) your Contacts folder

Export to a File

Select folder to export from:
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6. Select: Next

7. Select: Browse

8. Select: Desktop

9. In the “File Name” bar, type in the name of the folder as “Outlook export to Trackvia”
10. Click OK
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11. Select: Next

Export to a File

etfOTing actions will be performed:

Map Custom Fields ...

This may take a few minutes and cannot be canceled.

< Back ” Finish I[ Cancel




12. Select: Map Custom Fields

Export to a File

The following actions will be performed:

Export "Contacts" from folder: Contacts Map Custom Field

This may take a few minutes and cannot be canceled.
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13. Select: Clear Map

Map Custom Fields

Drag the values from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.
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14. In the left window (“Value”) select the items that you want to be imported into
TrackVia and ""drag & drop" them into the right window

Map Custom Fields §|

Drag the values from the source file on the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.
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15. Select: OK

16. Select: Finish

17. View your Desktop and ensure that an excel file was created that is named “Outlook
export to TrackVia”

18. Open this file and review the contents to ensure that it contains the fields you want for
each contact (i.e. Name, Home Address, Mobile Phone, etc.).

a. You can delete any columns that you don’t wish to include.
19. Save and close the file.
20. Import into TrackVia



