Fixing Broken Contacts after Migrating to the AGNET Exchange Server

	Export Your Contacts to a CSV File

	1. In Outlook 2010 go to the File tab and select Open then Import. In Outlook 2007 open the File menu and select “Import and Export.”
2. Select “Export to a file” and click Next.
3. Select “Comma Separated Values (Windows)” and click Next.
4. Select your Contacts folder. (You can only do one Contacts folder at a time.) Click Next.
5. Click on the Browse button and go to your Documents folder. Enter a file name that you will remember and click OK.
6. Click Next.
7. Click the “Map Custom Fields” button and then click “Default Map” and OK. 
8. Click Finish.
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	Open the CSV File in Excel

	1. Find the file you created above and double-click on it.
2. Sort the data by the E-mail Address column.
3. The E-mail Address column should only contain valid email addresses in the format name@domain.com. If it contains something else, correct it here.
4. Sort the data by the E-mail Type column and replace every entry with SMTP as shown here. If it says EX or NGW or anything else, change it to SMTP.
5. Save the CSV file. Outlook will warn you that the file might contain features that are not compatible with CSV. Click on the Yes button.
6. Close the CSV file. Outlook will ask you to save it again. Click “Don’t Save.”
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	Import the CSV File Back into Outlook

	1. Delete all the Contacts from the Contacts folder you exported in the previous steps. (They will go into your Deleted Items folder, so you can restore them later if you need to.)
2. In Outlook 2010 go to the File tab and select Open then Import. In Outlook 2007 open the File menu and select “Import and Export.”
3. Select “Import from another program or file” and click Next.
4. Select “Comma Separated Values (Windows)” and click Next.
5. If your CSV file is not already displayed in the “File to import” window, click on the Browse button to select it.
6. Select the “Replace duplicates with items imported” radio button and click Next.
7.  Select the Contacts folder from which you originally exported these contacts and click Next then Finish.
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	[bookmark: _GoBack]Clear Your Auto-complete Cache

	If the above procedure doesn’t fix the problem, you probably need to clear your auto-complete cache. This is the feature that remembers the email address you have used in the past and automatically suggests them when you type in a few characters.

	1. In Outlook 2010, go to the File tab and click on Options.
2. Select Mail
3. Scroll down to “Send messages”
4. Click on Empty Auto-Complete List

	[image: ]


	1. In Outlook 2007, close Outlook and open Windows Explorer. (Not Internet Explorer!)
2. Type %appdata%\microsoft\outlook into the address bar and press enter.
3. Delete the file Outlook.nk2.
4. Restart Outlook.
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