
Export & Import Contacts from Outlook to Office 365 
Go To www.outlook.com 

 
 
Enter your details and sign in 

 
Click on the icon to left of Outlook.com 
Select the People icon 



 
 
Click to tick the All box 
To select all contacts click to Manage link 

 
 
Select export for Outlook.com and other services 

 
 
Click OK 
A csv file is produced and on my system Excel is opened to show the file 



 
 
Save that file to a folder you can later open. 
 
Now close outlook.com and go to 
http://office365.melbpc.org.au 
and login to your account in office365 

 



 
 
Click the icon top right and choose Import contacts 
Now choose Browse to find the file you saved earlier 

 



And click Import 
Your contacts will be available. 
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