Open Outlook
Click File, Import and Export.
Select top choice (Export to a file).
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Export Outlook information ko a file for use in other
programs.
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Click Next
Select Personal Folder File (.pst)
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Put check mark in box “Include Subfolders”, then scroll up and select Personal Folders or Large Personal
Folders which ever is the top choice. *NOTE (you will need to do this process again for Archive folders as well

as Personal Folders) Click Next.
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Select the folder to export from:

Include subfolders
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Done

Click Browse and select the location you want to save the backup file to and click Finish then OK.
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Save exported file as:
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Cptions
(®) Replace duplicates with items exported
©) llow duplicate items to be created

() Do not expart duplicate items
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