How to Backup Outlook folders to flash drive:

1. Open Outlook

2. Click “File”, “Import and Export…”
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3. Select “Export to a file” and click “Next >”
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4. Select “Personal Folder File (.pst)”
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5. Select the folder or folders that you want to back up

6. to back up all of your outlook data, you can click “Mailbox – *your name*” and check “Include subfolders”
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7. click “Next >”

8. Under “Save exported file as:” click “Browse…”
9. Next to “Save in:” click the drop-down list and select the drive that correlates to your flash drive
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10. Next to “File name:” type what you want the file to be named and click “OK”
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11. Make sure “Replace duplicates with items exported” is selected and click “Finish”

12. Next to “Name”, type in “Back Up” and click “OK”
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How to view exported Outlook backups:

1. Open Outlook

2. Click “File”, “Open”, “Outlook Data File”
a. [image: image8.jpg]18] inbox - Microsoft Outlook. [8=E3)
[fie Lede wew Go ods actons teb Type s qseionfor b B}
i sendireceive - |[B5F0a] 3 | G Tope oot ofind = | @) 8

eply | Repl o Al | Forward |

[ oo ] seectedtions cubio

- SearchIn~ Inbox Find Now Clezr options X
Close Al tems er User's Folder,

Save s T

Save Attachments

= ) There are o tems to show in this view,

Eolder »

Inport and Export
Page Setup ,

3l prtrreew

| Print. Curl4p

Ext
| ¥

Tmec

(5 oubox

(53 5en tems

3 iorkorders

5 03 search Folders

L Forrolow
3 Large i
L tvesdria

"] calendar
82 contacts

ks

sloE e





3. Next to “Look In:”, click the drop-down list and select the drive that correlates to your flash drive
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4. Select your backup file and click “OK”

5. the backed up folders will now be listed under “Personal Folders” in the Mail window
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Note: before ejecting your flash drive, right click on “Personal Folders” and click “Close ‘Personal Folders’” to avoid damaging the backup

