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How to Export DL Lists from Outlook  
and Import to Google Contacts 

As sharing our documents using Google Docs becomes more popular, the need to create “Contact Groups” 
becomes top on our priority list. This can be a daunting task when the list contains many, many people. 
Outlook may already contain the Distribution List (DL) we want, so how can we import these lists as a 
Contact Group in Google? With a little help from Excel, we can do it! 

Open Outlook 

1.  Start a new email message. 

2.  Click on the To… button and search for the DL you want to use. Select this DL. 

(You will not actually be sending an email to this group.) 

3.  Click on the + symbol next to the DL name.  

This will expand the list so that all members of this DL are displayed. 

4.  Copy the email addresses that display in the To… text box and paste them into the body of the email. 

NOTE: an easy way to do this is click inside the To… text box and press Ctrl+A (Select All). Then 
copy.  

5.  Copy the email addresses that display in the body of the message. 

NOTE: copying from the To… field and pasting directly into Excel doesn’t work.) 

6.  Open a new Excel file and paste the emails into Cell A1. 

7.  Still in Cell A1, click on the Data tab and click on Text to Columns. 

Select the Delimited option button and click Next. 

Select the Other check box and enter a semi-colon. 

Click Finish. Now all emails are broken out into individual cells of Row 1. 

8.  Select Row 1 (all emails in Row 1) and Copy. 

Click into cell A2. 

Select Paste Special, check Transpose and click OK. 

Delete Row 1. 

Now all names and emails are in column A. 

9.  Select column A. 

Click on the Data tab and click on Text to Columns. 

Select the Delimited option button and click Next. 

Select the Other check box and enter a <. 

Click Finish.  

Now all emails are broken out into column B. 

10.  Select column B. 

Press Ctrl H (to launch the Find and Replace dialog box). 

Enter the following in the Find what field: jeffco.k12.co.us 

Enter the following in the Replace with field: jeffcoschools.us 

Click on the Replace All button. 

11.  Enter the following in the Find what field: > 

Enter the following in the Replace with field: (leave blank) 

Click on the Replace All button. 

Close the Find and Replace dialog box. 

Now all the Outlook email addresses are Gmail addresses. 
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12.  Insert a new row above row 1. This is where the column headers will go. 

Enter for cell A1: Name 

Enter for cell B1: Email Address 

Save your Excel file as a CSV file. 

Login to Google Apps using Google Chrome 

13.  From the Jeffco Google Apps Resource page, click on Google Contacts (located under Service 
Desk Supported). 

14.  From the Contacts page, select Import Contacts from the left navigation. 

15.  Click on the Choose File button. 

16.  Browse to your file and open the CSV file. 

17.  Click on the Import button. 

Your list will import and a contact group is created for you titled: Imported (today’s date) (XX) 

NOTE: you may need to refresh your page to see the new contact group on the left navigation. 

18.  Click on the Imported (today’s date) (XX) contact group, click on the More button and select 
Rename group. 

How to Share Google Docs, Calendars, Sites, etc., with a Contact Group 

19.  Go to any of the Google Apps that you want to share and open the file, site, or calendar, etc. that you 
want to share. 

20.  Click on the Share button. 

21.  Click into the Add people text box.  

22.  Click on the Choose from contacts link. 

23.  Click on the drop-down arrow next to Most Contacted. 

24.  Select your Contact Group from the list. 

Click on the Select All link (or select individual names in the list). 

Click on the Done button. 

25.  Select your share preferences for this group: Can edit or Can view. 

CAUTION: the default is to allow editors (people with Can edit permissions) to add people and 
change permissions. If this is not what you want, click on the Change link at the bottom of this 
dialog box. 

Select your preference for notifying the group and click Add message if you want to add a message 
before sending. 

26.  Click on the Share & save button. 

 

 

 


