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Exporting emails from Outlook
Version 1.00

The rapid growth in volume of emails means that there is a
growing need to archive old emails to media such as external hard disks and
DVD&. The document will show the process of archiving (copying) email data to
a Personal folder file on your local computer. Please not this process will not
delete information from your Outlook folders. If you are looking to reduce the
size of your email box then you still need to perform this deletion process
manually.

1. Run Outlook. From the menu select File / I mport and Export like so.
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2. The Import and Export Wizard now launches.
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3. Select the option from the menu to Export to a file and press Next.
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4. Select to create a file of type Personal Folder ((PST)As you can see
there are number of options including a text but the Personal Folder
stores your email folders in a similar format to what they currently are
in Outlook. Storing as Personal Folders also makes immrting much
easier in the future if required. Press the Aextbutton to continue the
process.
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5. You will now be prompted to select which email folders you which to
export. You can select any or all of the folders that are displayed.
Remember that is you wish to export the current folder and all those
below it you will need to check the opt ion /nclude subfolderslocated
further down the page. You may also select the Filter button to select
a criteria off emails within your selected folder to export. Thus, if you
wish to export you whole email box select the top of the tree and the
Include subfolders option. Conversely, in this case we only want to
export the Inbox so we only select that.
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