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Let’s Do It 

1. Open Outlook 
2. Go to the Contacts area 
3. Right click on one of your existing Contacts folders and select New Folder to 

create a new folder. 
4. Type a name for the folder (eg 2BD) and click on the OK button. The new 

folder should appear in the My Contacts area at the top left of the screen. 
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Let’s Do It  

1. Copy the Excel file to a location that you will be able to find. 
2. Select File/Import and Export (for 2007) or File/Open/Import (for 2010) to 

start the Wizard. If you get a message saying that the Wizard is not installed 
then select the option to install it.  

3. Ensure that the Import from another program or file option is selected. 
4. Click on the Next button. 
5. Select the Microsoft Excel 97-2003 option. 
6. Use the Browse button and locate the Excel file, then click on the Next button. 
7. Ensure that the new folder is selected and click on the Next button. 
8. Click on the Finish button. 


