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MOVING THE E-DOCKETS PARTIES LIST TO EXCEL AND OUTLOOK 
 
 
**These instructions apply to Microsoft Excel and Microsoft Outlook only. 
 

1. To create a service list in Excel from the E-Dockets party data, scroll to the Parties section on this page. 
 

2. Click the column header (Contact Name, On Behalf Of, Email, Relationship) you want to sort by (clicking once will sort by 
ascending values, clicking again will sort by descending values). 

 
3. Highlight the information you want to copy by placing your cursor at the beginning of the text and holding down the left 

mouse button while you drag the cursor to the end of the text. 
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4. Right click on the blue text and select Copy. 
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5. In Excel, create a blank workbook and right click in cell A1.  Select the Match Destination Formatting paste option. 
 

 
 
 
 
 
 
If you’d like to send an email to the parties, please continue to step six below. 
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6. On the spreadsheet you just created, highlight the email addresses you need by placing your cursor in the cell of the first email 
address and holding down the left mouse button while you drag the cursor to the cell of the last email address. 
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7. Right click in the highlighted area and click Copy. 
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8. Go to your Outlook email and click in the To field.  Right click and select Paste. 
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9. Click in the body of the email or click Check Names at the top of the page to have Outlook separate the email addresses 
automatically. 

 

 
 
 
 
 
 
 


