
How to Export contracts 
Outlook and Import to

Gmail



If you have your contacts in Outlook and you want 
to transfer them into your Gmail account

• Open Outlook and click the “File” tab



• Click “Open & Export” 

• On the left

• Then click the 
“Import/Export” button.



• The Import and 
Export Wizard 
dialog box displays

• Select “Export to a 
file” under Choose 
an action to 
perform

• Then click the 
“Next” button.



• Select “Comma Separated 
Values” and click the 
“Next” button



• Select “Contacts” in the 
Select folder to export 
from box under the 
email account in which 
your contacts are 
located. Then, click the 
“Next” button.



• Now, we need to 
choose a location 
and specify a 
name for the 
exported file, so 
click the “Browse” 
button.



• The default name 
of the file in the 
“File name” box is 
contacts.csv, but 
you can change 
this if you want. 
Click the “OK” 
button to select 
the file to import.



• Click the 
“Next” button 
to continue



• (“Export ‘Contacts’ 
from folder: Contacts”) 
and offers you the 
opportunity to map 
any custom fields you 
might have created in 
Outlook.



• When you’re 
done mapping 
fields, click 
the “OK” 
button.



• Click the “Finish” 
button to 
complete the 
export process.



• When you’re ready to import your contacts into Gmail, open a 
browser and log in to your account. Then, click on “Gmail” and select 
“Contacts” from the dropdown.



• To do that, click 
“Go to the old 
version” at the 
bottom of the 
list of options on 
the left.



• On the Contacts screen, click the “More” button and select “Import” 
from the dropdown.



• Click the “Choose 
File” button on 
the Import 
contacts dialog 
box



• On the Open 
dialog box, 
navigate to the 
folder where 
you saved the 
.csv file from 
Outlook, select 
the file, and 
then click the 
“Open” button.



• Click the 
“Import” 
button on the 
Import 
contacts dialog 
box to finish 
importing the 
contacts from 
the .csv file.



• NOTE: If 
you don’t 
see your 
contacts 
listed yet, 
refresh the 
web page.



• If you click on the group of imported contacts, you’ll be able 
to merge them and delete duplicates. It might take a little 
time to clean them all up, but if things are a total mess, then 
you can always remove your imported contacts, return to 
Outlook, and perform the process again, this time either 
using the map fields function or Excel to fix the problems.

• You now have an address book full of contacts that you can 
immediately start emailing. That said, this is a one-time deal, 
meaning that when you start making changes to the contacts 
in one email client or service, the other client or service 
won’t reflect the changes



Thank Q


