MS Outlook 2003: Backing Up Your Mailbox Data

This how-to will take you through the steps to export the entire contents (as is) to one file called
an “Outlook Personal Folder” or “PST file.” This assumes you have Outlook open and are
viewing the folder list (Click on the View menu item and select Folder List).

Import and Export Wizard

1. Click on the File menu item.

2. Select Import and Export. You should see a window
similar to the one on the right.

3. Select the top choice Export to a file:
4. Click the Next button.
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Import an iCalendar or wCalendar file {.ves)
Import From another program or file

Import Inkernet Mail Account Seckings
Import Internet Mail and Addresses

- Description

Export: Outlook information to a file for use in other
programs.
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5. You should now see a window prompting you for the Export ECEERE
type of file to create. Select Personal Folder File Create afil of type:

(.pst). L—/_’/ Comma Separated Vales (DOS)

Comma Separated Yalues (Windows)
6. Click the Next button.

Tab Separated Yalues (Windows)
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7. You should now see a window with all of the areas that
you could select to export. Select the top most folder
labeled Mailbox — Lastname, Firstname.
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8. CRITICAL STEP: Check the box labeled Include 2 brafts (4

subfolders. B e

9. Click the Next button. B e
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10. In the field Save exported file as: enter Export Personal Folders
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“h:\outlook\mailbox-backup.pst” without the quotes. _ sewmodies
11. In the Options box, it’s okay to leave the default setting Ja @hl
‘Vlr

of Replace duplicates with items exported.

* Replace duplicates with items exporte:

~ Do not export duplicate items
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12. This window is requesting that you enter information about the pst file you are creating.

Enter the following information:

a. A name in the Name field. This will be what
appears on your Outlook if you should add it to
your Outlook desktop. It is not the file name, so
it does not have the same restrictions. For
clarity’s sake, I suggest naming it Mailbox
Backup.

b. Encryption Setting. Change it to No
Encryption.
c. Password: DON’T SET A PASSWORD!
13. Click the OK button.
14. You have just saved the entire contents of your
mailbox into a file on your H:\drive. The next step

is to copy the entire contents of your H:\drive to a
CD.

Create Microsoft Personal Folde

File: I R outloakimailbox-backup, pst
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—Encryption Setting

"~ Compressible Encryption
™ High Encryption
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