How to Backup All Emails in a certain folder
as PST File

To backup all emails in a certain folder as a PST file in Outlook, follow these
instructions:

1. Click on FILE > OPEN & EXPORT > IMPORT/EXPORT

2. In the Import and Export Wizard, please click to select the EXPORT TO
A FILE option and click the NEXT button.

Import and Export Wizard

Choose an action to perform:

Exgort RSS Feeds to an OPML file

Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

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. In the Export to a File dialog box, please click to select the OUTLOOK DATA
FILE (.pst) option, and click the NEXT button



Export to a File

Create a file of type:

: | Comma Separated Values
W“’
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4. In the Export Outlook Data File dialog, please select the specific folder where you
will backup all emails from, and click the NEXT button

Export Outlook Data File

Select the folder to export from:

v 5 ttw1@addings.com
=1 Inbox (2) dmm——vo-
I, Drafts
ff' Sent Items
[z Deleted items (1)
T© Junk Email
r.‘.‘ Outbox

[ Include subfolders
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5. In the new Export Outlook Data File dialog box, click the BROWSE button

Export Outlook Data File X

; Save exported file as:

R Documents\Outlook Files\backup.pst
. é/ Options

@ Replace duplicates with items exported
O Allow duplicate items to be created

O Do not export duplicate items
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6. Open the Outlook Data File dialog box. Specify the destination folder where you
will save the PST File, type a name for the PST file in the FILE NAME box, and and
click the OK button

7. Return to the Export Outlook Data File dialog box, click the FINISH button.

8. In the popping out Create Outlook Data File dialog box, click the OK button
directly.

NOTE: It is optional to add a password. If you need to add a password, type the
password into both Password and Verify Password boxes, then click
the OK button



Create Outlook Data File

Add optional password

Password:

Verify Password:

D Save this password in your password list

OK Cancel




