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How to Export Outlook items to an Outlook Data File
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Click Advanced and
under Export, click
Export. Then click
0K




Click Export to a file,
and then click Next.

Choose an action to perform:

tRSS Feeds to an OPM. fie }
port to 3 file

Import 2 VCARD fie (.vcf)

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

Import from another program or fie

Import Internet Mai Account Settings

Import Internet Mad and Addresses

Impart RSS Feeds from an OPML fie

Import RSS Feeds from the Common Feed List

Desaripbion
Export Outiook information to a fie for use in other
programs.

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003
‘ Microsoft Excel 97-2003
Outiook Data Fie (.ps
Tab Separated Values (DOS)
| Tab Separated Values (Windows)

[<Badt]|Next>|[Cancd]

Click Outlook Data File
(.pst), and then click
Next.




Export Outlook Data File

Select the folder to export from:
ali KADIAN.BROWN@lehman.cuny.edu | - Select the account top

—‘ b0 (_13‘7) E level folder that you
7| Drafts (1] 1 .
B3 sentitems want to export. This

- (&) Deleted Items (137) enables exporting all
(3731713 mail, calendar, contacts,
2 Calendar and task.
(3 Calendar (Imported)
Qi Can - .

y catacts__ 5 Click Next
< Back l Next > I Cancel
\‘*—
r
Export Outlook Data File x)
‘ Save exported file as:
\ /4 Optiors
Q) Replace duplicates with items exported
| Allow duplicate items to be created
Do not export duplicate items

File (.pst)

Click Browse to select
where you want to
save the Outlook Data
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Fole name:  outiock export file

N Seve a1 type: | Outiock data fles (*.pst)
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0/ Open Outtock Date Fles ! o

Enter a file name.
Click OK to continue.

Export Outlook Data File =
Save exported file as:
E:\Users kadian, brovn |Desktopoutiook
7 i
@) Replace duphicates with items exported
Allow duphcate items to be created
Do not export duplicate items

Click Finish

Please contact the IT Center Help Desk (Carman Hall 108 or (718) 960-1111 or

help.desk@Lehman.cuny.edu if further assistance is needed.
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