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How to Back Up your Outlook Files

Favarites  Open Outlook

Mew
Cpen

Close all Tkerms

Folder

3
Go to File > Import and Export and follow the prompt of

the Import and Export Wizard

]

You can also export-import your other files this way

| Import and Export. ..

&5 Print...

Exit

L

Import and Export Wizand

Choose an ackion ko perform:

Chrl+P lﬂ{

Export to a File

Impart a WCARD File (oweF)
Import aniCalendar or wCalendar file {wes)
Import from another program or File

Import Inkernet Mail Account Settings
Import Inkernet Mail and Addresses

Descripkion

Export Outlook infarr) Select EXDOH to a file
programs,

Click Next

Create a file of bvpe: | Mext » | Cancel

Comma Separated Values (DOS)
Comma Separated Values (Windows)
dBase

Microsoft Access

Micrasoft Excel —
Microsoft FoxPro
Personal Folder File . psth

[

(54

Select Personal Folder File (.pst)

Click Next

¢ Back | Mewt > | Cancel




Export Personal Folders

Select the Folder to export from:

+ E.;' Mailbax - &nkai
-3 public Folders

Select Mailbox — “your log-in name”

Click Next

[ Include subfalders Filker. ..
< Back | Mext = | Zancel |

Export Personal Folders

X]

|@ utlook,
& s
kst ACE Documentst TCISYbackup IT.E &

vj My Cormputer

Browse, .
3 314 Floppy (A1)

age Local Disk (iZ:)
* Replace duplicates with iterns exported h‘é D Drive (D)
" Allows duplicate items ko be created J, D Drive (B2
) 2% adminplus on “admin’ (3]
L) My Mebwark,
B My Dacurnents
I ACG Documents

) TCIS
) Lab & IT

Cuitlook
[ Macramedia %
=8 FTP Locations

@] AddjModify FTP Locations

Options

" Do nok export duplicate itemns

< Back | Finish | Cancel |

. . ) o File name:
Click Browse to save the file in a specific folder

_ File name
under a name that you can easily remember Files of type: - [personal Foders Fies
Click OK

[~



Export Personal Folders [z|

Save exported file as;

|'|,F'.CG Documents TCISbackop, pst

Options

* Replace duplicates with items expaorted
" allow duplicate itemns o be created

" Do not export duplicate ikems

@ < Back | Finish ’\l Cancel
b

Create Microsoft Personal Folders ['5_(| . .
— You will see the dialog box
File: |C:'|,D-:u:uments and Settingsiantoiify Document u« EXpO rt Personal Folders”
WE =N Fersonal Folders
. . Click Finish >
Encryption Setking -
" Mo Encryphion You will see the dlalog box
9 Goccelbll Hcyg dey “Create Microsoft Peronal
(" Best Encryption Folders”
Password .
Click OK

Password: |
Yerify Password; | l

[ Save this password in your password list

K, £| Cancel | Help |

Torestore Outlook Mail (that is, install your backup.pst
because your files were accidentally deleted) follow the same
procedur e except thistime you select Import




