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Overview:

These instructions will walk you through migrating your iPhone contacts to Outlook and
setting up contact synchronization between your phone and Outlook.

Prerequisites:

1. AniPhone.

2. Outlook installed on your iPhone.

3. Internet access, preferably WiFi.

4. A Metropolitan Council email address.

Contact backup and syncing setup:

1. Open your contacts on your iPhone and tap “Lists” 7:38 -
on the top left of the screen. |
iPhone
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2. Press and hold on “All iPhone” until the export 7389 -
menu pops up.

3. Tap on “Export”.




4

METROPOLITAMN
o R - T T D« I

4,
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Select “Outlook”.
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A new email message will open with the .vcf _
contact file attached. Enter your own email address

in the To: field and send it.
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6. Once you receive the email from yourself, tap the 7404 -
attached contact card and a menu will open.

Phone contacts

Mote to self 7:40 AM
‘ 2BESTE2E-4FBE-4211-878B-0B277BEVA...
Get Qutiook for I0S

= =

7. You can either add all contacts or pick and choose _
which you want to save to Outlook. Contacts saved
here will remain in the cloud attached to your work

account and be accessible on PC, mobile, and the
web via Outlook. Add All 5 Contacts

Front Dask
Ghosthusters
Metro Plant Guard
RMF Dispatch

Service Desk
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To verify that your contacts have successfully
saved to your account you can tap the feed button
at the bottom of the screen.

Tap on “People” near the top left of the screen.
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10. You should then see your saved contacts listed. 9:a1 o -

Tap the “X” at the top left of the screen, and then
the “Mail” icon on the bottom left of the screen to ;
return to your inbox. @

x All Contacts (5) =

Front Desk

@ Ghosthusters
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4 New Contact

11. To sync contacts back to a new or existing phone
you need to enable “Save Contacts” in the Outlook
settings within the app. Tap on your initial near the T
top left of the screen. @ 3

This message has no content
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12. Tap on the gear icon on the lower left of the
screen.

13. Tap on your Office 365 account.

iPhone Contacts Sync

742 al T

Office 365 ]
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77 Drafts
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=25 Groups 712
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] Conversation Histary

] RSS Subseriptions

System Alerts

b Settings

General

Help & Feedback

Set Default Mall App

a Office 365

Ban, Relger@meic state.mnus

Add Mail Account

Storage Accounts

a Onelrive

Dan. Aoigerfimetc. state mn.us

Adtd Storage Account

Mail

Motifications

Default  dan.roiger@mete.state.mn.us

Signature Get Qutlook for i05 »
Swipe Options Set Up [ Archive »

Focused Inbgy
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14. Tap on the toggle switch for “Save Contacts”.

< Office 365

Info

UPN Dan.Roiger@metc.state. mn.us

Description Dan.Roiger@metc.state.mn...

Storage

Office 365

Account Settings

Suggested Replies D

Automatic Replies Off »

Block External Images (7

Security »
Report Messages Ask >
Online meetings off >
Shorten All Events offt >
Authenticator »

15. Confirm that you want to save contacts to your
phone by tapping “Save to my iPhone”.

Would you like 1o save your § Dutlook contacts to
your iPhans?
Flaage plug nto power first

Save to my iPhone
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16. New contacts created in the iPhone Contacts app
will not save to Outlook. It is recommended to
make all new contacts via the Outlook app to
ensure that your contacts remain backed up and
synced between devices.

Yestorday

To make a new contact, tap on the magnifying
glass icon on the bottom of your Inbox. @
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17. Next, click “Create” to open the new contact
window.
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