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How to back up your mailbox (emails) in Outlook 2013/2016

The following guide will show you how to back up your email mailbox in Outlook 2013 or 2016.
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Open a calendar file in Outlook (.ics, .vcs).

D Open an Outlook data file (.pst¥

1. Click on "Open & Export"
2. Then click on

) en Import/Export

Open Calendar

Open Outlook Data File

Import/Export

2 Import or export files and settings.

Other User's Folder

Open a folder shared by another user,
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Choose an action to perform:

Export RSS Feeds to an OPML file

Import a VCARD Tile (wvcf}

Import an iCalendak/.ics} or vCalendar file {.vcs)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from th'e Common Feed List

Description

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

Select "Export to a file”

Create a file of type:

Comma Separated Values
Qutlook Data File (.ps

Select "Outlook Data File (_pst)"
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Select the folder to export from:

4 £ sam.Watt@henleyhs.sa.edu.au
"~ Clutter
" Conversation History
 Inbox
,',‘é Meetings
‘7 Sent ltems
" School Leavers
" Microsoft
" Important
" Line Management
' Info - Policies

Include subfolders

Select the top level folder | < Back Next > Cancel |

Export Outlook Data File ﬂ

Save exported file as:

l.Documents\Out!ook Files\backup.pst l Browse...
Options

@ Replace duplicates with items exported
O Allow duplicate items to be created
() Do not export duplicate items

Click "Browse" and choose the location you
would like to save the pst file.

Under "Options” leave the default setting of
"Replace duplicates with items exported”

< Back Finish Cancel
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7. If this is first time you have performed the backup you will be prompted to password
protect the file. This is optional and can be left blank.
Simply click “OK” to create the file. The process is now complete.

Create Outlook Data File u

Add optional password

Password: | | l
Verify Password:

[:] Save this password in your password list

In the future if you would like to open the backup file within Outlook simply
click on “File” — “Open and Export” and then select “Open Outlook Data File”.
This will open the file within Outlook and can be found in the left pane along
with your original mailbox folders.
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