
How to import contact from old email 
system to new email system



1. Right click on contact and then click on export 

1. Right click on your 
contact

2. Click on export



2. Select export format vCard 3.0 and click on export contact

2. Click on Export 
contact

1. Choose export 
format



3. Click here on save and export the file.

Save and click ok



4. This pop up will appear after exported.

Click ok



5. Now visit new email system and click on preferences and 
choose import/export option

2. Click on 
Import/Export

1. Click on preference



6. Now browse your exported file

Please browse the 
exported file



7. Now click on import

Click on import



8. Contact imported successfully

Imported successfully



9. The details are here of imported contact

Imported contact 
details are



Thank You ! 

For further queries contact :
email-support@iitr.ac.in


