Backing-up Email with Outlook 2010

Click the File tab
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Click Export
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Export

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

Select Export to a file | click next

Import and Export Wizard

Choose an action to perform:
RSS Feeds to an OPML file

Import a YCARD file (.vef)
Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses
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.
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Select Outlook Data File (.pst) | click next

Export to a File

Create a file of type:

Comma Separated Yalues (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Dutlook Data File (. pst)
Tab Separated Values (DOS)
Tab Separated Yalues (Windows)
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Select Inbox | click next
Export Outlook Data File | X

Select the folder to export from:
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Click Browse | Navigate to where you want to save back up (W: drive for example) | click finish
Export Outlook Data File _X

Save exparted file as:
My Documents\Outlook Filesibackup.pst | [Browse... |
Options
(3 Replace duplicates with items exported
O Allow duplicate items to be created
(O Do not expart duplicate items
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That is it. You should now have a file called backup in the location of your save.



