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Export Email to PST file

1. Goto File — Import and Export

iz £H48 - Microsoft Outlook

il File | Edt  Wiew Go  Tools  Actions  Outlok Conmector  Help  Adobe POF
; = ¥ b diReply to Al (3 Forward | Y SendfReceive ~ | S0 F
= Open 3 I
[, EEED
1 — il Arranged By: Date Newest on top
Save As...
Save Attachments 3 =) Last Week
& test e 1/15
Folder b ML Tue 1118
kest auto responder
Data File Management. .. S test Tue 1418 o
._| Import and Export. .. | kesk auto responder
Pl . i test Tue 1j18
kesk auto responder
Page Setup ’ 3 test Tus /18
[ Print Prewview kesk auto responder
Print. .. Chrl+P S test Tue 1f18 .
kest auko responder
Cached Exchange Mode ' =1 Syskem Attendant Sun 1/16 v
Wiark, OFfline The Microsoft Exchange Server ...
Exit = Two weeks Aoo

2. Select Export to a file -- click Next

Import and Export Wizard

Choose an action ko perform:

Impart a YWCARD File {wef)

Import an iCalendar or viCalendar file { ves)
Import From another program or File

Import Inkernet Mail Account Settings
Impoart Inkernet Mail and Addresses

Descripkion

Export Qutlook information ko a file For use in other
programs.

< Back Mext = ] [ Cancel
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3. Select export to Personal Folder File (.pst) file, click Next

Export to a File

Create a File of type:

Zomma Separated Values (DO3)
Zomma Separated Yalues (Windows)
Microsoft Access

Microsaft Excel
Personal Folder File {.psth
Tab Separated Values (D05
Tab Separated Yalues (Windows)

[ < Back ]L_Mext} ][ Cancel ]

4. Select Exchange mail box, also check the Include subfolders option.
(Please also backup Public Folders if you have repeating all these steps after this mail box is done)

Export Personal Folders

Seleck the Folder to export From:

(@' Mailboz: - Elaine. Chen@ssbg. com
£ Public Folders

[ < Back ][ Mext = ][ Cancel ]

5. Select backup location, and click Finish
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Export Personal Folders E|

Save exported file as:

| [n\Deskkoptbackup. pst | [ Browse, .. ]

Opkions

() allows duplicate ikems ko be created
{7 Do not expart duplicate ikems

[ < Back, ” Finish ][ Cancel ]

6. There will appear a dialog box, you enter the Name you like and click OK

Create Microsoft Personal Folders

File: |D:'|,Desktu:up'l,|:uau:k1_|p.pst

Marne: | ersonal Folders

UL

Faormat: |F‘ersu:una| Folders File

Encryplion Setking

{:} Mo Encryption
(%) Compressible Encryption
() High Encryption

Password

Password: | |

Yerify Password: | |

[[]5ave this passwaord in vour password list

I Ok, ] [ Cancel ]

7. 'You go to the location you saved it and you will find the pst file with all the emails in that exchange
account.
8. Please repeat the steps if you have Public Folders.



