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Purpose 
 

This document is designed to guide ANUmail users how to import contacts into Microsoft 
Office 365 (Office 365) using Outlook Web Access (OWA). 
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Importing contacts from ANUmail into Microsoft Office 365 
using OWA 
 

 
1. Navigate to www.anumail.edu.au and log in using your ANU ID and password. 

 

 
 

2. Select Address Book from the bottom left corner of the screen 
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3. Select the contacts you would like to export or tick the box next to Display Name to 
select all. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Right click in the contacts area and select Export from the menu. 
 

 
 

5. Select Microsoft Outlook CSV from the Export Contact dialog box. 
 

 
 

6. Your Internet Browser will prompt you for an action to do with the downloaded file. 
Select Save File on Mozilla Firefox or Save on Internet Explorer or Google Chrome. 
 

Select	
  all 

Select	
  individually 
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7. Navigate to http://outlook.com/owa/anu.edu.au and log in, using your username and 
password, to the Microsoft Office 365 Web App. 
 
Your logon credentials for OWA are in the following format: 

• User Name:  for example   u1234567@uds.anu.edu.au 
 

• Password:   your ANU password 
 
 

8. From the OWA home page select Outlook located at the top central area of your 
browser Window. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Navigate to Contacts located at the bottom left corner. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select	
  Contacts 
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10. Select Import located in the central area of the screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. A new window will open. Browse to the location of the contact file that you 
downloaded and saved in Step 6. 
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12. Check the contacts pane to verify your contacts were imported successfully. 
 
 

 
 


