How to back up your PST files in Outlook

1. Click on “Account
Settings”
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Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Itermns and
archiving.

B

36.1 MB free of 128 MB

Rules and Alerts

Use Rules and Alerts te help organize your incoming e-mail
messages, and receive updates when items are added, changed, or
removed,
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3. Click on the “Data
Files” Tab
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E-mail | Data Files |F‘.SS Feeds | SharePoint Lists | Internet Calendars | Published Calendars I Addres:

LgAdd.. |5 Settings... @ SetasDefault X Remove (2 Open File Location...

Marme Location
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Select a data file in the list, then dick Settings for more details or dick Open File Location to display [
the folder that contains the data file. To move or copy these files, you must first shut down
Cutlook,




4. Click on “Open File
Location...”
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Select a data file in the list, then dick Settings for more details or dick Open File Location to display [
the folder that contains the data file. To move or copy these files, you must first shut down
Cutlook,




5. Select all the files

and folders you want
to back up. Copy
them into a
destination location.
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