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1. Open Outlook.
2. Click on the Contacts folder.

3. On the File menu, select
" || Import and Export...
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Import and Export Wizard

Choose an action bo perfarm:

Export o & File
Import a YCARD File vl

Import aniCalendar or wCalendar File [ ves)
Import From another program or file

Import Internet Mail Account Settings
Import Inkernet Mail and Addresses

5. Click Next.

4. Click on Export
to afile to select it.

—Descripkion

Export Cutlook information ta a file for use in ather
programs,

Export to a File

Create a file of byvpe:

Comma Separated Values (DOS) ;l
Comma Separated Yalues (windows)

dBase

Microsaoft Access
Microsoft Excel
Microsoft FoxPro

6. Click on Personal
Folder File (.pst) to
select it.

7. Click Next.

Personal Folder File {.psk)

Cancel

< Back I Mext I

8. Click on the

Export Personal Folders Browse... button.

Save exported file as:

Iation DatalMicrosoftlOutlookibackup. pst | | Browse. . I
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* Replace duplicates with items exparted
" allow duplicate items ko be created

" Do not export duplicate items
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Export Personal Folders

Select the Folder ko expart Fram:
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9. The Contacts folder iy CERUmERES (21 Application Data 10. Click the drop-down box
""" 1 Blackboard hould already b Bl d select Deskt
snoulid al rea' y be 7 £ outlook ana select besktop.
selected. Click Next. & Compact Disc (1)
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FTE name: |backup

Save as bype: IPersonaI Folders Files
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iy My Docurnents
%QI _ My Computer ISettings'l,sgresham'l,Desktop'l,cuntacts.pst| Browse, .. |
History ;ﬂk;;NleI;:work FPlaces Cptians
pin
A * Replace duplicates with items exported
£ allows duplicate items ko be created
My Documents
i £~ Do nok export duplicate ikems
1
1
11. Key in a file name (ex: Contacts).
1
12. Click OK.
Favarites 13. Click Finish.
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File name:  [cortacts =] oK
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Create Microsoft Personal Folder x|

File: IC:'I,Du:u:uments and SettingsisgreshamiDeskiop),
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—Encryption Setting

" Mo Enceypkion
14. Leave the default

¥ Compressible Encryption . contacks
" EBest Encryption settings as they are and T
click OK.
| Password The file will be saved to your desktop. This file is
Password: | useful for importing your contacts folder back into

Outlook- this won’t be necessary but we recommend

Werify Password: I ) ] i
doing this as a precautionary measure.

[T Save this password in your password lisk
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