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Open & Export
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Save As U) Microsoft Exchange
o Add Account
|7|_7| Account and Social Network Settings
L Lo Change settings for this account or set up more
Account connections.
Settings - Access this account on the web.
Office Account https:// fowa/
Connect to social networks,
Options
Exit Automatic Replies (Out of Office)
< Use automnatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-rmail messages.
Replies

Mailbox Cleanup

—~ Manage the size of your mailbox by emptying Deleted [tems and archiving.
Cleanup
Tools ~
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.

& Alerts




DS Ol JS asle |, Import/Export au S e -3

Info

Open & Expont

Caus A
Ve AS

Print

Feedback

Support

Office Accoumt

Options

Open

Open Calendar
== Open a calendar file in Outlook (dcs, ves)h

Open Outlook Data File
| ] Open an Outiook data file (pst).

Import/Export
(-— Import or export files and settings.

Other User's Folder
o Open a folder shared by another user.
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Choose an action to perform:

ExEcurt RS5 Feeds to an OPML file

Import a VCARD file [wef)

Import an iCalendar [.ics) or viZalendar file [.wves)
Import from another program ar file

Impart R55 Feeds from an OPMIL file

Impart R55 Feeds from the Common Feed List

Description

Export Outlook information to a file for use in
other programs.
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Create a file of type:
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Select the folder to export from:
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7 Sent ltems
=] Deleted Items

Contacts

Conversation History

% Journal

Cen lunk F-Mail 11
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Include subfolders

. <Back | Next»
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Save exported file as:

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

Options

@ Replace duplicates with items exported

ID Allow duplicate items to be created

O Do not export duplicate items

<Back | Finish | | Cancel
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Add optional password

Password: |

Werify Password:

|:| Save this password in your password list

] 4 Cancel
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