How to Export Contacts
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Step 2
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Create a folder on your local
C:\ drive called AO
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Open the contacts screen or search for
the list of contact to export
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Click on File

| Then '

Then Export Contact

Information

Step 4

Export Contact Information ﬁ]

Export to File: Ic:\ao\expoﬁ.osv <

Type the following
(you can name the file whatever you want)
c\AQ'export.csv (make sure it has .csv at the end)

[Selected Available
AI First Name -
Micldle Initial
Last Name
< Include Co-Contact First Name

Co-Contact Middle Initial
Co-Contact Last Name
Company
Remove > Address 1
Address 2
Address 3

Remove City

Except = State
—_— | zip
;l Carrier Route
Address Heading
Salutation
Phone 1 Type

OK I Cancel I Phone 1 Number ;I

Step 5

Export Contact Information X I

Export to File: | cllaolexport.csy

Selected PRETEE / Choose the fields you want to
First Name =] i export

Last Name (you can select more than one)
Address 1 me
Address 2 = Include Co-Contact First Name
Address 3 —_— Co-Contact Middle Initial
City Co-Contact Last Name
g};‘e EAR— Company Then Click Include
Remove
Except =
LI Carrier Route

Address Heading
Salutation
Phone 1 Type
Phone 1 Number j

OK | Cancel |

Then Click OK

The file will be exported to the new folder you created in step 1



