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How to archive email to *.pst 
 

  Save email or folder as *.pst. 
 
1. Select Import and Export in File menu. 

 
2.  Export to a file and click Next. 

 
3.   Create as Personal Folder File (*.pst) . Click Next. 
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4.   Select folder you want to archive, also can Filter to find more exact option. Check Include subfolders, then 
click Next. 

 
5.  Enter path and file name you want to save as, click finish. 

 
6.  Press OK to close the wizard. 
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 Import from *.pst. 
 
1. Also select Import and Export in File menu. 

  
2.  Select Import from another program of file, click Next 
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3.  Select Personal Folder File , click Next. 

 
4.  Enter path and file name you have save to and click Next. 



 
Ph: (8621) 5404-3999      Fax: (8621) 5404-7759 
Email: support@SSBG.com.cn   www.SSBG.com.cn  
 

 

 

  
5.   Select import folder from and select import folder to, then click Finsh to close. 

 
 


