Backing Up Hosted Exchange Emails to PST Backup File

Open Outlook
Click on File tab ( top left)
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3. With your Email Account selected, Click on Account Settings
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From the drop-down, select Account Settings...
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5. Double Click on your account to enter the settings
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6. This will normally show that only 1 year’s worth of your emails are stored locally on your PC
/ Laptop and if the backup to PST file was performed at this stage , only 1 years worth of
emails would be backed up. To backup ALL of your emails, move the slider to the right until
it says ALL.
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Click Next

Exchange Account Settings

jess@upinte
Offline Settings

B3 Use Cached Exchange Made to download email to an Outlook data file

Download email for the past:

i All

fault

RECEQTION SYONEY H... R U e
RE: Sydney House Chelsea Wed 30407



remd

I'.'ﬁ Outlook

R55
Account successfully updated
3ir., You need to restart Outlook for these changes to take effect.
5,00 faul
Vers
ess@
n da

Done

RECEDTION 3YONEY H... I W B
RE: Sydniey House Chelsea Wed 30/07

Click Done. Exit all boxes and Close then restart Outlook.

When Outlook resarts and connects to the Exchange Server, you should notice at the bottom
of the screen that all of your emails / folders etc are being updated to include ALL the items

from the server.
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8. You will need to leave this to update until it says that All Folders are up to date
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9. Then Click on the File tab again, and in the left hand menu select Open & Export
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10. Then Click on Import/Export on the right
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Select Outlook Data File (.pst) then click Next
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Ensure that your email address is selected ( highlighted blue ) and that the box
“Include Subfolders” IS ticked. Click Next
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Browse to a location on your PC / Laptop where you will be able to access the Backed Up
.PST File. Click Finish
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There is no need to add a password to the backup file , so you can just click OK
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Allow the Export routine to complete . This may take a while if you have a large amount of
Emails etc.



