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How do | Back-up my Haas Mail Before my Haas Email Account Expires?

Step Procedure
1
Click on File > Open > Import
O] 9 |= - . -
m Home 5end / Receive Folder Wiew
Bl save As
s < Open Calendar
(O AR Open a calendar file in Outlook (ics, wves),
Info
' : E’!'PEI‘I g Open Cutlook Data File
Open an Outlock data file (.pst).
Print
Help Irnport
Import files, settings, and R55 Feeds into Outlook.
2] Options
B Exit
~ Other User's Folder
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You'll get the Import and Export wizard. Choose Export to a file then click Next.

-
Import and Export Wizard

= N

Choose an action to perform:

Import a YCARD file (v
Import an iCalendar (.ics) or vCalendar file { ves)
Impart from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Impart 55 Feeds from an OPML file

Import R55 Feeds from the Commaon Feed List

Description
Export Qutlook information to a file for use in other
programs.
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How Do | Back-up my Haas Mail Before my Haas Email Account Expires? (Continued)

Select your account and make sure to check the box Include Subfolders. Click Next to continue.

Step Procedure
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Select the Personal Folder File (.pst) and click Next.
Export to a File 0 s
Create a file of type:
Comma Separated Values (DOS)
’,.-- Comma Separated Values (Windows)
Y
F,
Tab Separated Values (Windows)
f —
<gack | mext> ||| cancel
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Export Outlook Data File
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Select the folder to export from:
4 % paz@haas.berkeley.edu -

7| Drafts [55]
[ @ Sent Items
fal Deleted Items (204
Ca Accepted Calendar Items (396)
[ Announcements

[ ﬁ Calendar

" L] Inbox (2851) H

[f=l Crntarts b
4 | i | »
Indude subfolders Filter...
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How Do | Back-up my Haas Mail Before my Haas Email Account Expires? (Continued)

Step Procedure

5

Choose where you want the backup file to be saved, the default location for Outlook 2010 is
C:\Username\Documents\Outlook Files\backup.pst but you can choose to save the file somewhere else.

Under Options, choose whichever option suits you best regarding duplicates, then click Finish when done.
Note: Once this back up is created you can then import this file to any other Outlook account that you may have

set up on your computer. But if you want to keep the mail separate, you may first want to create a local Outlook
Data File, then import the mail from the backup file you just created into it.

r Y
Export Outlook Data File ||

Save exported file as:

D:\Paz\Documents\Obitlook Files\backup. Browse... ]
ﬂ*“r}f Dptions

{ F, i@ Replace duplicates with items exparted

(7 Allow duplicate items to be created

(7) Do not export duplicate items
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