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User guide: Outiook email export

User Guides

If any of the following is unclear or does not work, please call our technical support team on
01608 434 000.

1. Select File > Open & Export > Import/Export.

©

Open

Open 8 Export

Open Calendar
E Open a calendar file in Outlook (ics, wves).

Save As

Open OQutlogk Data File
E Open an Dutlook data file .pst).

- Import/Export
€= Import or export files and settings

Office Account
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2. Select Export to afile, and then select Next.
Choose an action to perform:

ExEon RSS Feeds to an OPML file
Import a VCARD file (vcf)

Import an iCalendar (.ics) or vCalendar file (.ves)
import from another program or file
Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use in
other programs.

3. Select Outlook Data File (.pst), and select Next.
Export to a File

Create a file of type:

| Comma Separated Values |
| Outsook Data File {.psti
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4. Select the mail folder you want to back up and select Next.
Select the folder to export from:

>

[ [ 4
4 55 anne@contoso.com

w'}/ b Inbox
Summer Campaign (2)

Q4 Planning
Facilities issues
Legal Issues
Wide World Importers
Personal
7, Drafts 111
7 Sent Items
b 7 Deleted Items (1)

]Indude subfoiders Filter... J

n

5. Choose a location and name for your backup file, and then select Finish.
Save exported file as:

1g\Documents\Outiook Files\anne.pst | Browse...
Options
@ Replace duplicates with items exported
_I Allow duplicate items to be created
) Do not export duplicate items

-

6. If you want to ensure no one has access to your files, enter and confirm a password,
and then select OK.
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