How to Export Your Outlook Contacts for Backup or for Transfer to other Systems.

+ J start Launich |""'|II:I:II:I Dtlu:uk

1. Open Outlook

2. Next, click the File menu and choose Import and Export.
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3. The Export Wizard appears. Choose, Export to a File and click NEXT.



Import and Export Wizard

Choose an action to perform:
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Description
Export Outlock information to a file for use in other
Programs.
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4. On the next screen, click Personal Folder File (.pst) and click NEXT.

Export to a File

Create a file of bype;
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5. On the next screen, choose the folder you wish to export. Next choose weather you want to include

sub-folders by clicking the “include subfolders” checkbox. You can also choose filter parameters here by
using the Filter button. Then click NEXT. (Notice Contacts is chosen here)



Export Personal Folders

Select the Folder bo export From:
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6. On the next screen, use the Browse button to choose the location where you want your exported
document to be stored. Other options are available about what to do with duplicates. Click FINISH to
export your contacts.

Export Personal Folders

Save exported file as:
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* Replace duplicates with items exported
™ Allow duplicate items ko be created

" Do not export duplicate items
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