How to backup any Microsoft Outlook Mailbox

Open Microsoft Outlook
Select from the Outlook menu [File] [Import and Export]

Import and Export Wizard

Choose an ackion ko perfarm:

Export bo a file

Import a WCARD File {Lwef)

Impart aniCalendar or wCalendar file {wes)
Import From another progran or File

Import Internet Mail Account Settings
Import Inkernet Mail and Addresses

— Descripkion

Export Dutlook information to a file For use in other
programs,

IE ¢ Back I MHest » I Cancel

Highlight “Export to a file” and Select [Next]

Export to a File

Create a file of kype:

Comma Separaked values (D0S) -

Comma Separated Yalues (Windows)

dBase

Microsaft Access

Micrasaft Excel L

Microsaft FoxPro
ersonal Folder File (. psk)

IE ¢ Back I MHest » I Cancel

Highlight “Personal Folder File (.pst)” and select [Next]



Export Personal Folders x|

Select the Folder to expart From:

E--@' rMailbay: - Tony Kaonke -
-G 02-SPRING-SUMMER

----- 7 BLACKBALD

----- % Calendar

----- % Contacts

=% DAPCEP (4)

----- (& Deleted Irems

----- 7B Drafts (1)

]{ﬁ Journal

----- 5 ke ;I

™ Include subfolders Eilker. .. |
I@ = Back I Mexk = I Cancel |

Highlight the mailbox you wish to backup // select the top level if you wish everything
including contacts and calendar backed // be sure to check “Include subfolders” if you
wish them to be backed up and then select [Next]

Export Personal Folders x|

Save exported file as;

Browse, .. |

{* Replace duplicates with items exported

Opkions

"~ allow duplicate items ko be created

{” Do not export duplicate ikems

IE < Back I Finish I Zancel |

Select and Name and location you will remember // use the browse button if you wish //
Leave the Options checked as they are and select [Finish]




Create Microsoft Personal Folders x|

Eile: IC:'I,D.C'.T.C'.-LOC.C'.L'I,I:est.pst

EY-H Personal Folders

—Encryption Setking

™ Mo Encryption
i* Compressible Encryption
i~ Best Encryption

—Passwiord

Basswiord: I

‘erify Password; I

[T save this password in your password lisk

(] 4 I Cancel | Help |

Select [OK] note: if you use a password DO NOT FORGET IT

Exporting ‘Tnbo:x'

ENENENA Cancel |

2 Minukes R.emaining

It will now create the file and it might take several minutes

You can now take this newly created file with the .pst extension (email it, copy to a
floppy or burn on a CD) and import it into another Outlook mailbox of either a different
users mail box or a different computer.



