File types you can import to or export from Outlook
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Create a backup copy of a folder

*** Karl’s Example of saving/Backing-UP Outlooks Contacts ***
*** It SUCKs Having NO backup ! and Loosing Address’s [email and street, etc.]***



*** SAVE Monthly !!! *** 

*** I have a file in “My Documents” labeled Home Personal and in it, I have a folder named***

***BackUps  = WHERE I  KNOW where *ALL* MY  personal   BackUp info  is

*** KEPT & STORED and Properly Named and DATED ! ***

***Open Outlook***

1. On the File menu, click Import and Export.

2. In the wizard, click Export to a file, and then click Next.

3. Click Personal Folder File (.pst) and then click Next.

4. Follow the rest of the steps in the wizard. [UGH! Microsoft Bull shit!]
4a*** Highlight Contacts [and check - Include subfolders, if applicable]

5.***  NOW,  use browse and FIND IN  “save in”  = My Documents [folder]; 

then, Home Personal [folder];  then, My BackUps [folder]; 

5a.
and type something like     Outlook Contacts_10 22  01.pst   in File named: [click OK]



It should look like something below in  “Save exported file as:”

 C:\My  Documents\Home Personal\My BackUps\Outlook Contacts_10 22  01.pst

       5b.
radio button “any” = Replace/allow/do not export duplicate items 

[This is a new Name/date = does not matter]  Click Finish

5c.  I use No encryption but You can compress and Use encryption and a remembered later

Password if You want………….Click OK = Done !!!

       6.  My File was 1 meg and just made it so I can store on a floppy if Yours is larger than


then try saving/naming sub folders separately etc. ???

Restoring a backup copy of a folder

***example = Loading contacts info from 1 computer to SANDY P.’s New Computer, [inside joke]***

***Open Outlook***

1. On the File menu, click Import and Export.

2. In the wizard, click import from another program or a file, and then click Next.
3. Click Personal Folder File (.pst) and then click Next.
4. NOW,  use browse and FIND IN  “save in”  = Select Your Floppy and click on .pst file OR
If backed up in computer  = find =  My Documents [folder];  then, Home Personal [folder];  then, My BackUps [folder]; and then correct .pst file You need:

5. Select 1 of 3 radio buttons and the click Next

6. Select same or correct [contacts?] folder or etc and follow wizard = Done !!!
Have a Nice Day Sandy P.  AAAAaaae !!!

About exporting items

You can export items either to a 

personal folder file, which can only be viewed in Outlook, 

or to another file type, such as a text file, which can then be imported into another program. 

If you think you may want to bring the information back into Outlook at a later date, for example, to retrieve items stored in an archive folder, you should export to a personal folder file. 

If you plan to work with the data in another program, such as Word, you should export to a 

file, and then select a file format Word can import.




Exporting is also a convenient way to create a backup copy of a folder. 

When you export, the items in the folder are copied to the export file. When you archive, the items in the folder are moved to the archive file. In addition, you can only archive to a personal folder file, but you can export to both a personal folder file and other file types.

ProductFile 


extension

Import
Export

Microsoft Schedule

+ 1.0 .cal

Yes

No

Microsoft Schedule

+ 7x.scd

Yes

No

Microsoft Schedule Plus Interchange.sc2

Yes

No

Microsoft Personal Folder File.pst


Yes

Yes

Microsoft Exchange Personal Address Book .pab
Yes

Yes

Microsoft Internet Mail (IE 3.02).pst


Yes

No

Microsoft Outlook Express



Yes

No

ACT! 2.0, 3.0, or 4.0 for Windows.dbf

Yes

No

ECCO 3.0, 3.01, 3.02, or 4.00.eco


Yes

No

Eudora Light (1.54 or 3.0.1)



Yes

No

Eudora Pro 2.2, 3.0, or 3.0.1



Yes

No

Netscape Mail 2.02, 3.0, or 3.01


Yes

No

Netscape Messanger 4.0



Yes

No

SideKick 1.0/95 and 2.0.skcard


Yes

No

Lotus Organizer 1.0, 1.1, 2.1, and 97.org, .or2, .or3 Yes

No

Comma Separated Values (MS-DOS).csv

Yes

Yes

Comma Separated Values (Windows).csv

Yes

Yes

Tab Separated Values (MS-DOS).txt


Yes

Yes

Tab Separated Values (Windows).txt


Yes

Yesv

Calendar .vcsYesNovCard.vcf


Yes

No

Microsoft Access .mdb



Yes

Yes

Microsoft Excel .xls




Yes

Yes

Microsoft FoxPro.dbf




Yes

Yesd

BASE.dbf





Yes

Yes


Export items to a file or to a personal folder file

1. On the File menu, click Import and Export.

2. Click Export to a file.

3. Follow the instructions in the Import and Export Wizard. 

Note   If you export to a file for use in Microsoft Word or PowerPoint, select either the Tab Separated Values or the Comma Separated Values file type.

To export to a file for use in Microsoft Publisher, select the Comma Separated Values file type.

