Outlook 2000 OPS/State Contacts Importation


The following nine-step process will guide you through importing the precompiled contacts from OPS and other State pipeline offices.

Step One:  Save the PST file for the Outlook Contact Install on the desktop of your computer.

Step Two:  Start Outlook and click on the Contacts folder.
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Step Three:  Go to the File Menu and choose the Import and Export Menu Option.
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Step Four:  Choose “Import from another program or file” then click the Next > button.
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Step Five: Choose the Personal Folder File (*.pst) Option and then Click next. 
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Step Six:  Click the browse button to search for the PST file on your Desktop.
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Step Seven: Navigate to your Desktop and highlight the OPS_Outlook_AddressBook.pst file then click Open.

[image: image6.png]CHpLUS TEMP.
Eamcrosoft
Sy Brifcase

|3 paim software.

| 5creen Capture Programs

(53 y Documents
NC_malpst
|oPS_Outlook_Addresstaak.pst

Fenme: [ = o
Files of type: [P Fies (*.pst) ~ Cancel





Step Eight:  The Import Personal Folders window will reappear.  Click Next.
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Step Nine:  Highlight Contacts and Click Finish.
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You should now see the contacts in your Contacts folder.
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