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How to archive email to *.pst

4 Save email or folder as *.pst.

1. Select Import and Export in File menu.
[E] Inbox - Microsoft Outlook

Mew
Open

Cloze Al ltems

i Sarads.. There are no items to show in this view.,
S ave Attachments »
Folder 3

Diata File Management..

Import and EHDDQ |

Archive...

Page Setup »
Print Prexiew

Prirt... Chil+P

Cached Exchange Mode  »
wiork Offline

f Exit

- T
2. Export to a file and click Next.
Import and Export Wizard

Export ko a file

mpart & WOAHD File (Lwef)

Impart an iCalendar or wCalendar File {ves)
Impart From another pragran or File
Import Internet Mail Account Settings
Import Internet Mail and Addresses

3. Create as Personal Folder File (*.pst) . Click Next.
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Export to a File

Zomma Separated Yalues (D03
Zomma Separated Yalues (Windows)

Microsoft Accass
Lulicr. FEE |

4. Select folder you want to archive, also can Filter to find more exact option. Check Include subfolders, then
click Next.

Export Personal Folders

Contacts

[ Deleted ltems
7 Drafts

@ Inbios

S Joumal

(g Junk E-mail
|o | Motes

@Dutbox
(3 Sentlbem

6. Press OK to close the wizard.
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Create Microzoft Perzonal Folders

#+ Import from *.pst.

1. Also select Import and Export in File menu.
Inbox - Microsoft Outlook

Mew
Open

Cloze Al ltems

RS There are no items ko show in this view,
Save Attachments 3

Folder »

Data File Management. .

‘ Import and Export....

Archive..

Page Setup »
Frint Presiew

Frirt... Ctil+P

Cached Exchange Mode  »
‘work Offine
Exit

N I
2. Select Import from another program of file, click Next
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Import and Export Wizard

Expart ko a File
Impart a YCARD File | wef)

3. Select Personal Folder File, click Next.
Import a File

Microsoft Access
Microsoft Excel

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