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How to export 1 or more Outlook email folders to a PST file. Once exported it can be saved
for archive or shared with another colleague who you would like to have access to all those

emails.

IMPORTANT: Do not share your Outlook export with anyone outside of FAU/COM without

approval.
Export:

1. Open Outlook and click on File and then Open & Export in the top left corner.
2. Click on Import/Export

Open Calendar

Open & Export L= Open a calendar file in Outlook (ics, wes).

Open Outlook Data File

Open an Outlook data file [ pst).
Open Qutlook
Data File

Import/Export

Import or export files and settings.

3. Select Export to a file and click Next.
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Import and Export Wizard

Choose an action to perform:

ExEnrt R55 Feeds to an OPMIL file

Import a VCARD file [wvcf)

Import an iCalendar (ics) or vCalendar file [wes)
Import from another program or file

Import R55 Feeds from an OPNL file

Import R55 Feeds from the Common Feed List

Drescription

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

<Back | MNext>»
4. Select Outlook Data File (.pst) and click Next
Export to a File

| | Cancel

Create a file of type:

Comma SEEarated Yalues

< Back || Mext = || Cancel

5. Select the folder(s) you wish to export and click Next. You can choose to include
subfolders or not.




Export Outlook Data File *

Select the folder to export from:

v B bbrownS7@health.fau.edu ”
v [~ Inbox
] Demao Folder
EE' Drrafts
] sent ltems
[I] Deleted items (1)
] Archive
» ﬁ Calendar
] Clutter
» A= Contacts
» 1 Conversation History v

Elncludesubfnlders

| < Back |I Mext = || Cancel |

6. Choose a location to export the new PST file and choose how you wish to deal with

duplicate items. The default choice is to Replace duplicates. Click Finish when done
to close the wizard.

Export Qutlook Data File *

Save exported file as:

\Documents\Outlook Files\backup.pst  Browse...
Options

@} Replace duplicates with items exported
I[:]I Allow duplicate items to be created
{:} Do not export duplicate items

<Back || Finish | cancel

Import:

1. Open Outlook and click File and then Open & Export.
2. Click Import/Export



= Open Calendar
Open & Export ] Open a calendar file in Cutlook [ics, wes).
Open

pe
Calendar

- Open QOutlook Data File
oy ‘

Open an OQutlook data file (.pst).
Open Outlook
Data File

Import/Export

Import or export files and settings.

3. Select Import from another program or file and click Next
Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file
Wr Import 3 VCARD file [vcf)
¥, Import an iCalendar [.ics) or vCalendar file [.ves

Import from another program or file
Import R55 Feeds from an OPNIL file
Import R55 Feeds from the Common Feed List

Drescription

Import data from other files, such as Cutlook
data files [\P5T) and text files.

4. Select Outlook Data File (.pst) and click Next.



Import a File

Select file type to import from:

Comma SEEarated Values
Y /’
jl

< Back || Mext = || Cancel

5. Browse to the location of the PST file to import and choose the duplication option.
The default is replace duplicates. Click Next to finish.
Import Outlook Data File et

File to import
\Documents\Outlook Files\backup.pst  Browse..,

Options

@I Feplace duplicates with items imported
D Allow duplicates to be created

I[:]I Do not import duplicates

< Back || Mext = || Cancel
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