Importing Parent Email Addresses from SMS to Outlook – Part 2


Remember that changes made in SMS will not be reflected in the export file until the overnight process has run.  Any changes made on a Monday will not show up until Tuesday.
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	Right-click on the email.txt file and open with Microsoft Excel.  If Microsoft Excel for Windows is not an option, select Choose Program and then select Excel from the menu.
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	2. Insert a new heading row by click on the number 1 (as indicated below) to highlight the first row and select Rows in the Insert Menu.


Enter the column headings

Last Name
First Name
Job Title
E-Mail 
Company
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	Ensure that you type these headings exactly as shown here.
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	Save the file as a Tab-Delimited text file.
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	When you get this screen, click Yes


Quit Excel (you do not have to save the file again – just click No) 

Open Microsoft Outlook
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	Create a new folder by selecting Folder – New Folder from the file menu.
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	Give the folder a name and indicate that the folder contains contact items.  The example below will name the folder Parent Emails and place it in the Contact folder. 

Click OK
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	Select Import and Export… from the File Menu
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	Select “Import from another program or file” then click Next.
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	Select “Tab Separated Values (Windows)” and click Next.
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	12. Browse for the email.txt file you just modified in Excel.  Select “Do not import duplicate items.”  Click Next.
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	Select the Parent Email folder and click Next.




	[image: image13.png]The folowing actons willbe performed:

Import "email " nto folder: Parent Emais

Map Custom Fields
Changs Destinstion

This may take a few minutes and cannot be canceled.

e




	Click Finish


Page 2

