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Exporting a .pst File using Outlook 2007

1. Open Outlook and click Fil
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e. Then, click Import and Export.
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2. Select Export to a file and click Next.
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Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file

Import a YCARD file {.vcf)
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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3. Select Personal Folder File (.pst) and click Next.
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Create a file of type:

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

Tab Separated Values {Windows)
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4. Select the mailbox or folder that you want to export. Then, check the Include subfolders
box and click Next.
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Select the folder to export from:
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5. Click Browse and select where you want to save the Personal Folder File (.pst). Click
Finish.
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Save exported file as:
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@ Replace duplicates with items exported
() Allow duplicate items to be created

|
) Do not export duplicate items \
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6. If you'd like, you can then create a password for the file. When you are done, click OK.
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Create Microsoft Personal Folders &J

File: C:\Users [ O skop\backup. pst

Mame:  Personal Folders

Format:  Personal Folders File
Password

Password: essceessee

Yerify Password:  eeesseeessl

[ ] save this password in your password list

[ OK ] Cancel ]
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If you encounter any trouble, feel free to contact the Help Desk at (504) 280-4357 or by email
at helpdesk@uno.edu. You may also stop by the Help Desk, located in the UCC Room 101.
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