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The purpose of this quick reference guide is to provide step-by-step instructions for
exporting information from Microsoft Outlook such as messages, calendar events, and
other items. The guide provides instructions for exporting data from a Windows device as
a PST file and from an Apple or Mac device as an MBOX file.

Exporting Microsoft Outlook Data to a PST File

A Personal Storage Table (PST) is a container file that can be used to store copies of
messages, calendar events, and other items from Microsoft Outlook operating on a
Windows device. The step-by-step instructions have been adapted from the Microsoft
Office Support documentation that can be found on Microsoft’s website (link).

Step #1: Exporting a PST File

Open
H H Open & Sxpart 1 Open Calendar
With Outlook open, select File > Open & Export > — = T T I
Open
Import/Export Sove oz Adobe ——
Open Outlook Data File
Save Attachments Open an Outlook data file {.pst).
Open Outlook
Print Data File
Import/Export
e = Import o export flessnd settings.
Import/Export
Other User's Folder
Fga Open a folder shared by ancther user.
Other User"
Folder
H H Import and Export Wizard
Step #2: Exporting to a File

Choose an action to perform:
Select Export to a file and then select Next. Export RSS Feedsto an OPMILTie

Import a VCARD file [wef)

Import an iCalendar [ics} or vCalendar file [wves)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Commaon Feed List

Description

Export Cutlook information to a file for use in
other programs,
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https://support.office.com/en-us/article/back-up-your-email-e5845b0b-1aeb-424f-924c-aa1c33b18833

% Digital evidence and
deDiscovery working group

Exporting Microsoft Outlook Data to a PST File

Step #3: Select Outlook Data File Export to a File

Select Outlook Data File (.pst) and select Next

Create a file of type:

Comma Separated Values
Qutlook Data File [.pst)
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Step #4: Select the Mail Folder Export Outlook Dat Fle x

. Select the folder to export from:
Select the mail folder you want to back-up. If you

want to export all mail contained within the
mailbox, select the account email (i.e.,
kirwin@litigate.com). Select Include subfolders
and then select Next.

~ @R kirwin@Iitigate.com ~
1 Inbox
E?g Drafts
D Sent ltems
]E Deleted Items
[ Archive
E Calendar

[ case work
A= Contacts Iy
D Discovery Group

=1 Firm Emails h

Include subfolders Filter...
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Step #5: Filtering Fite X

Messages More Choices Advanced

If you want to apply a filter for the mail being

. . Search for the word(s): | w
exported, select Filter as shown in the
. In: | subject field only w
accompanying screenshot.
i . From...
Using the “More Choices” and “Advanced” tabs, et
users can apply more complex filters. As an CJwhere 1 am: (b ol pereon onthe T e
example, users can filter by date, metadata
Time: |none w ||| Anytime

and/or sender/recipient conditions. Input the
desired search parameters, select OK and then
select Next.

Cancel Clear All
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Step #6: Select File Save Location Export Outlook Data File X

Save exported file as:

Choose a location and name for your backup file.
Select Replace duplicates with items exported and

L| i Options
then select Finish. m (®) Replace duplicates with items exported

Documents\Outlook Files\backup.pst | | Browse...

OAIIow duplicate items to be created
O Do not export duplicate items
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Step #7: Apply Password Create Qutlook Data File .
If desired, apply and confirm the password to Add optional password

protect the PST file and then select OK. If no Password: || |
password is required, leave the password fields Verify Password: | |

blank and select OK.

|:| Save this password in your password list

Cancel |

Exporting Outlook Data to an MBOX File

An MBOX file is a container file that can be used to store copies of messages, calendar
events, and other items from Microsoft Outlook from an Apple or Mac device.

The following steps can be followed to

1 Answer Idest | Votes
export an entire mailbox or select folders
from a mailbox to an MBOX file: L s s v T
Step #1: Open Outlook so that the Folder ’
Pane is visible. Open a Finder window and v =
navigate to where the MBOX file(s) should | a e = i
be saved. { A Aoplcations ioxmbox - = =
Step #2: Drag and drop the contents of o N
the Inbox and/or desired folders into the ;;L s
Finder window. Every folder that is © vk Emai
“dragged and dropped” will create a new
MBOX file.
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