Outlook BackUp Procedures
1. Click – File

2. Select – Import & Export

3. Select – Export to a File

3.1. Click Next

4. Select – Personal Folder File (.pst)

4.1. Click Next

5. Select – Personal Folder

6. Select – All Subfolders

6.1. Click Next

7. Click the Browse button

7.1. Click the “My Document” button on the left side

7.2. Name Back Up file, example “Outlook Backup.pst”

7.3. Click OK

8. Options

8.1. Select – Replace duplicates w/ items exported

9. Click – Finish

10. No Encryption

11. No Compression

12. No Password

13. Click – OK

