Export and ThenImport 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. /] tA01 GKS CAftS YSydzz GKSy ‘

Import and Export...

Archive %

3. Export to a file

Click Next>

Import and Export Wizard

Choaose an action to perform:

ExEort R55 Feeds to an OPML file

Impart a WCARD File {wef)

Import aniCalendar (ics) or vCalendar file { ves)
Import from another program or File

Impart Internet Mail Account Settings

Import Inkernet Mail and Addresses

Impart RSS Feeds From an OPKL File

Impork R55 Feeds From the Common Feed Lisk

Description

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

4, Select Personal Folder File (.pst)

Click Next>

Export to a File

Create a file of type:

Comma Separated Yalues {DOS)
Comma Separated Values {Windows)
Microsoft Acress 97-2003
Microsaft Exrel 97-2003
Personal Folder File ¢ pst)
Tab Separated Values (DOS)
Tab Separated Values Mwindows)

[ < Back H Hext = 1[ Cancel ]

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>

Export Personal Folders |'X|

Select the folder ta export from:

|1 DeniseShaiebly
|3 DragonMaturally Speaking

>

=]

3 Educaus:
[ Family =
[ HelpDesk.

|1 HelpDeskInstitute
3 HR

44 InfoMaker (1)
[ InfoMakerl

3 TUPLT

[indude subfolders

I
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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

Export Personal Folders g‘

Save expotted file as:

|and Settings|keliekiDesktoptbackup. pst ‘ [Bmwse..‘ ]

Options

()Replace duplicates with items exported
) allow duplicate ikems to be created

(3 Do not export duplicate items

[ < Back ” Finish I[ Cancel I

Click OK

Create Microsoft Personal Folders gl

File: ‘ Ci\Documents and Settingsikeliek\Deskiopibac ‘

Mame: | Personal Folders |

Format; ‘ Fersonal Folders File ‘

Password

[[]5ave this password in your password list

PST file is created

Import the above file into Outlook on another computer

10.

On the other computer

11.

Click the File menu

12.

{StSO0 LYLERNI | yR 9ELRNIX

13.

Select Import from another program or file

Click Next>

Choaose an action to perform:

Export RSS Feeds to an OPML file

Export to afile

Impatt a YCARD File (wef)

Import an iCalendar (ics) or vCalendar file (. ves;

Import from another program or file

Impart Internet Mail Account Settings

Impart Internet Mail and Addresses

Irport RSS Feeds From an OPML file

Impork RS5 Feeds from the Common Feed Lisk

Description

Import data From other programs or files, including
ACT!, Lotus Organizer, Personal Folders (,PST),
database files, text files, and others,

14.

Select Personal Folder File (.pst)

Click Next>

Microsoft Access 97-2003
‘W' Microsoft Excel 97-200%
¥, Outlook Express 4.x, 5.%, 6.2 ar Windaws Mail
Personal Address
Personal Folder F
Tah Separated val 05)
Tab Separated Yalues (Windows)

Import a File

Select File type ta import From:

Lotus Organizer 5.x
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15.

It AO]

Navigate to the location of
the PST file and select it

Click Open
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() Do not import duplicates

Type 5 quss!
£t FSend/Regeive - | [ Search address books  +
File to impart .
| C:\Documents and Settings|keliekiLocsl | [Browse... | =l Y
Options Speaki [search A 3
(5 Replace duplicates with items impaorted Lren
(O allow duplicates to be created
Subject Received size | Categ

Open Personal Folders

< Back ][ Mext = ][ Cancel

RE: Dragon Naturally ... Mon 11/5/2007 5:0... 83 ...
RE: Dragon Naturally 5. Mon 11/5/2007 4:3... 77 ...
RE: Dragon Naturally 5. Mon 11/5/2007 4:1... 37 ...
RE: Dragon Naturally 5. Mon 11/5/2007 3:5... 29 ..
RE: Dragon Consultation Mon 10/29/2007 10... 30 ...

Look n: (B Deskiop “| P —
[y Recent 4 My Computer
@My Daocuments
(@} Desktop &My Network Places
[Chphotes
My 3
1 ]backup.pst
poacuments (5 Shorkeut bo Printers and Faxes on ecprint0L
My A
Camputer E‘,gshortcut to Prinkers and Faxes on ecprintiz
"g My Hetwork.
Places
oS
Ims
=] INSTRUC...
|5) Private
153 Public
File name: ‘ = |
Files of type: ‘Personal Folders Files (*.pst) “l

Tools -

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
YAt O02E0Q

LISNE2Y Q&

Click Finish

Import Personal Folders |§|

Select the Folder bo import from:

=l £ Personal Foldsrs
& Deleted Items
= [ Inbox

[ R Crill Team

Include subfolders

[ rta ]

() Import ikems inta the current Folder

(%) Import ikems inta the same Folder in:

‘Mal\hnx - Kellie, Kathryn R - |

[ <« Back I[ Finish J[ Canrcel ]

18.

C2ft RSNJ I yR

2y 0SS

yia I NB

G 02 LA SR¢

i2 GKS




