Meta@opa email peowm Outlook
Metagpood email uéom Outlook

INa va petadégovpe Ta megLexdpeva Twv email pag amd Evav server o€ Evav ahho, pEow evog Email
Client (yio mopdderypo to Microsoft Outlook) wov €yovue notedoel xoL EYRATAOTIOEL OTOV VITOAOYL-
OTY| Lo, VITAQYOVV OVO TEOTOL RaL B0 TOUG OOV E TAQAXATW.

O mpmtog, etval rat 0 TAEoV evAedeLYIEVOS RABMS xoMnoLpomoLeltal evEéms, aALd elval noL 0 aoda-
AE0TEQOG YLOL VAL NV VITAQEEL aTtAEL T™V email.

O 0gltepog, amevBiveTal o€ XNoTeS oL €xovv mailbox peyaritega amnd S00mb. Eivol tpomormoun-
LEVOG O€ OYEON UE TOV EMTO, x0OMS ota peydha mailbox vdyel megimtwon to outlook va unv wro-
oel vo avtemeEEADEL naw va draromel 1) Aettovyio Tov.

MéBodog IMom:

1. Anovpyetote éva nevd GAneho 0TOV VITOAOYLOTY] 00G KL OVOUAOTE TOV o€ ®ATL Tov Ha Oupdote,
v topdderypa BackupMail

2. AvolEte to Microsoft Outlook av 0ev To €xete ndvel 101).
3. Kévte vl oto File (Ztnv endivo aQLotet) yovia) xow emiéEte Open

4. Kdavte »hw oty emmhoyn Import (to Outlook Oa emmuoteérpel otnv ayxi] 006vn zou Ba avolEel
to Import and Export Wizard (00my0¢c)



Home Folder View

Send / Receive

Save As
Open Calendar
0} ve A ents
E3) Save Attachments Open a calendar file in Outlook (.ics, .vcs).
Info
Open an Outlook data file (.pst).
Print
Help Import
Import files, settings, and RSS Feeds into Outlook.
Options «
Exit

~ Other User's Folder

Open a folder shared by another user.

Znueiwon: Zto Outlook 2003 xow 2007 Oa »dvte vhn oto File xow petd ®Awr oto Import and Export.

5. Zrov Import and Export Wizard (0dny0) emAéEte To Export to a file naw motiote Next

-
Import and Export Wizard —_—

Choose an action to perform:

cport RSS Feeds to an OPML file
.
v Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description
Export Outlook information to a file for use in other
programs.

|
: | <gack [ nmext> | [ cancel

6. EmuléEte Outlook Data File (.pst) xouw motijote Next.



Export to a File

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Tab Separated Values (DOS)

Tab Separated Values (Windows)

[ <Bak |[ mext> | [ cancel |

7. EmAéEte Tov email Aoyoguaoud oag xou Befarwbeite mwg éyete navel check oto Include
Subfolders nouw motiote Next.

-l
Export Outlook Data File

Select the folder to export from:

- - [ @ Outlook
SO APEL
Y () Inbox (73)

@ Sent
» (& Trash

O m '

L@ Junk E-mail

[ Notes

[ )

e sfoers

[ <Back |[ mext> | [ cancel |

8. Oa navete xMx 010 Browse »au 0o emuAéEete Tov panelo otov omoto BéheTe va amoOnrevoeTe

uéoa to backup oag (avtdV mov dnoveynoate agyrd) xot o matnoete oto Finish.

9. A6 to Outlook Oa oag 600¢ei 1 emAoyi va opiloete éva password YL VO TTIQOOTATEYETE TOV GAKRELO
ue to backup oag. Av de Bélete va ogloete password, adpote To medio xevo rau motnote Ok. Xe meQl-
TTWON 7OV 0QioeTE RWORO Ba TRETEL VO TOV EAvA ONADOETE KO OTO ETOUEVO PTLLCL TTOLY EEXLVIOEL 1)
eEaymyn.

10. H mopamdvm draduaota proet va mdoet ndmola Aemtd péyot va ohoxhnowOet xou To Outlook va
daivetan mwg dev avtamoxivetar. Otav Oa eivor wah drabéopo, eMEyETe g VITEQYEL TO .pst aQ-
yelo otov panelo mov €xete oploel.



MéBodog Aeltepn (ITpotelveton yio mailboxes pe tdvo amtd 500mb dedopéva):

1. AvoiEte to Outlook xo ®vavte deEl ®Mx ETAVMD 0TO AOYOQLOOUO 0GOS TTOV POIOKETOL OTNV 0LQLOTEQT
mhevd xou emuAéETe Data File Properties.

Drag Your Favorite Folde €

[Search Inbox (Ctrl+E)

> Qutlook Arrange By: Date
<4l e

[} Inbox (111) _ :
[ sent Open File Location

it

Open in New Window

i (5] Trash (258)
C3 -

ﬁa Junk E-mail Process Marked Headers
[ Notes hy
&5 Search Folders Remove bbadger@wisc.edu
O i i

> Outlook Data File

IMAP Folders...
Update Folder List

i

ets

New Folder... (H

Account Properties...

Folder Permissions

pa BN

Data File Properties...

| 4 lamas DNiatrich

2. EmA£Ete Advanced

I _mmlmim W Properties
General | Home Page 'l
[C |11

Type: Folder containing Mail and Post Items

Location: Microsoft Outlook

Description:

(@ Show number of unread items
() Show total number of items

When posting to this folder, use: IIPM.Post E” |

-

[ Upgrade to Color Categories... |

3. Zto Filename emA£Ete OLO TO path extOg ad TOov email AoyaQLOopO.pst AVTO ONUAiVEL TG TO OW-
0710 path mov Oa €xete Oa elvor TNg LoEP1|s .../Microsoft/Outlook/



. .
Outlook Data File (]

General
Neme: ||

[l N \R 0aming Microsoft\Outiook! B W Wpst

Format: Outlook Data File

Change Passwort Changes the password used to access
Changes the paow.

Reduces the size of your Outiook data

Comment

4. Ztov vrohoyloti) oag matnote 0to 'Evag&n ko xonolpomowdvtog to Search 1) To Run emxohhfote

to path mov avityodpate oto Prua 3 xow wotnote Enter. H avalnmmon twv Windows Ba evtomioet xou
Ba avolEeL To hdnelo mov mEQLEYEL TO .pst aQyelo.

5. Boeite to Outlook Data File amd tn AMota. To 6voua Tou agyeiov Oa mpémel va €xel To Ovopo Out-
look.pst 1) 0 mail AoyaQLaopog oag.pst

Awaduraoio Emovadodg:
1. AvoiEte to Outlook o névte xMx oto File (Ztnv endivo aoLotet) yovia) xol emiéEte to Open

2. Kévte whn otnv ezuhoyr) Import (to Outlook Oa emotoéel oty ayxi] 006vn xow Ba avoiel
to Import and Export Wizard — 001y6g)

Znpuetwon: Zto Outlook 2003 zaw 2007 Ba ndvte nhn oto File ®ow petd nAww oto Import and Export.



