QUICK START GUIDES

Contacts: Outlook Import
Paragon can import your contacts from Outlook.

To import contacts from Outlook into Paragon, you must first export your Outlook contacts, as a
.csv (Comma Separated Value) file.

Open Outlook , enter the Contacts module, click File and Import and Export...
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1. Inthe dialog box that opens, click Export to a file and click Next.

-
Import and Export Wizard

Choose an action to perform:

to an OPML file

| Impoart a WCARD File {Lwcf)
{Import sniCalendar (.ics) or wCalendar File {ves)
| Impaort from another program or File

| Import Inkernet Mail Account Setkings

EImport Internet Mail and Addresses

| Impart B35 Feeds fram an QOPML file

| Import RS5 Feeds from the Common Feed List

Description

Export Outlook information to a file For use in other
programs.

( Mext = E )I_ Cancel

2. Click Comma Separated Values (Windows) and click Next.

Export to a File

Create a file of bype:

| Microsoft Excel 97-2003
| Personal Folder File {.pst)

| Tab 2eparated values (DO5)
[Tab Separated Values (Windows)
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3. Click Contacts and click Next.

o

Export to a File

Select folder ko export From;
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4. Name your file and browse to the location where you want to save this file.
Click Next.

Note: Your computer’s Desktop is an ideal location for ease of finding the file later.

=

Export to a File

Save exported file as;

EEEsktnpi,Outlonk Conkacks (date), C3v |I [B;owse ]

Mame your file.
i.e.. Qutlook Caontact with the date.
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5. Outlook will display the next dialog box with a caution that once started, the process
cannot be stopped. Click Finish to export your contacts from Outlook.

Export to a File

The following actions will be performed:

Export "Contacks" from Folder: Contacks Map Custom Fields ...

Mote caution

This may take a Few minutes and cannok be canceled,

< Back, ﬂ' Finish ‘Dl Cancel
g —

If you exported your file to your desktop, you will find the file on your desktop, like this one. Your
contacts file has been exported from Outlook and are now ready to be imported into Paragon.
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6. To begin Paragon’s Outlook Import, click on Contacts and View/Manage Contacts .
Your current contacts in Paragon are displayed.
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7. Click Import to import the Outlook .csv file you just exported to your computer’s desktop.
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8. Paragon asks how do you want to handle duplicate contacts. Your options are:
* Merge — join the two (2) records into one (option selected for this Quick Start Guide)
* Replace — delete the existing file and replace it with the one you are importing now
» Skip — keep the existing record and skip importing this record

9. Click Upload File to browse to find the file you just exported to your desktop.
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10. Browse to where you have saved your exported Outlook contacts file. If you have saved
the file on your computer’s desktop, click Desktop , click on the exported file and click
Open.

F_'IM\; Docs

a
’43 | f My Compuber

by Fecent f‘-_gMy Mekbwork Places

Documents

My Computer :
File name: | Qutlook Contacts [date]

t) Files of type: &l Fies
B

My Metwork [ 10pen as read-only

Paragon begins the Outlook Import process and displays a status window.
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¢ Uploading File: C54
¢ Performing Import
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When the importing process completes, Paragon generates a status report. Paragon reports the
number of contacts imported and details about specific contacts. The contacts you had in

Outlook at the time you exported your contacts are now in Paragon.

- EEE

Paragon & B B %

HOME SEARCH LISTINGS

Contacks

- Import
lru?:}'r‘ﬂeru;ua
Duplicate Options (O Replace
'O'Skip
Select a .CSY File Linload File
proad e Number of contacts
imported.
¢ Uploading File: C5Y
. ing Imoport
{ + Loaded [237] Contact(s) From File
¢ Added Contact [ 1 Id [612]
¢ nable to import Contact [ ] Ernail [, Mo First or Last Marme found
e Added Contact [ 1, Id [613]
e Added Contact [ |, Id [614]
¢ Added Contact [ ], Id [615]
e Added Contact [ 1, Id [B1A]
e Added Contact [ ], Id [617]
e Added Contact [ 1, 1d [618] Alerts about
e 2dded Contact [ 1, 1d [619] specific contacts
¢ Added Contact [ ]_, Id [620]

Note: Outlook Import is a manual process. Paragon does not automatically import your

contacts from Outlook.
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