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Export and Then Import  a Folder Using Outlook 2007 

Situation:  
You would like to move Outlook messages in a specific folder to another computer. 

Overview:  
Using the File, Import and Export menu, Export to a file and then Import from another program or file. 

Step by Step Instructions:  
 

1.  On the computer you want to take the messages FROM 

2.  /ƭƛŎƪ ǘƘŜ CƛƭŜ ƳŜƴǳΣ ǘƘŜƴ ǎŜƭŜŎǘ LƳǇƻǊǘ ŀƴŘ 9ȄǇƻǊǘΧ  

3.  Export to a file 
 
Click Next> 

4.  Select Personal Folder File (.pst)  
 
Click Next> 

5.  Select the folder to export 
The example uses Drill Team folder which contains 
messages 
 
If the folder contains sub-folders indicated by a +, 
then check Include subfolders 
 
Click Next> 
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6.  Select a location for the exported file 
Private network drive, memory stick, desktop 
 
Name the file something else if you already have 
backup.pst 
 
If you have duplicates, select one of the options 
 
Click Finish 

7.  Click OK 
 

8.  PST file is created 

9.  Import the above file into Outlook on another computer 

10.  On the other computer 

11.  Click the File menu 

12.  {ŜƭŜŎǘ LƳǇƻǊǘ ŀƴŘ 9ȄǇƻǊǘΧ 

13.  Select Import from another program or file 
 
Click Next> 

14.  Select Personal Folder File (.pst) 
 
Click Next> 
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15.  /ƭƛŎƪ .ǊƻǿǎŜΧ 
 
Navigate to the location of 
the PST file and select it  
 
Click Open 
 

16.  Click Next> 

17.  Expand Inbox by clicking + in front of it 
 
Select the folder (example uses Drill Team) 
 
 
Import items into the same folder in (name of the 
ǇŜǊǎƻƴΩǎ ƳŀƛƭōƻȄύ 
 
Click Finish 

18.  CƻƭŘŜǊ ŀƴŘ ŎƻƴǘŜƴǘǎ ŀǊŜ άŎƻǇƛŜŘέ ǘƻ ǘƘŜ ƴŜǿ ƳŀƛƭōƻȄ 

 


