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How to prepare before exporting PST file
1. Open Outlook Go To File

end / Receive  Fole

X =]

TS
New New @ “  Delete Archive
5o

Email Items ~

RQ MNew Delete

<
«" ~ Favorites
Inbox 1
m Sent ltems
Drafts [8]
E’ Deleted Items 3

2. Then go to Account settings

Inbox - ook
&

@ Account Information

| ) Info o
‘“ Microsoft Exchange v

= Open & Export

| 4+ Add Account |

Save As
& ount or set up more
Save Attachments Account
Settings = AcceN this account on the web.
B https://outlook.office365.com/..ETROSYSTEMS.CO.TH/
i
= Get the Outlook app for iOS or Android.
Change
Automatic Replies (Out of Office)
Q Use automatic replies to notify others that you are out of office, on vacation, or
Automatic | notavailable to respond to email messages.
Replies
Mailbox Settings
- Manage the size of your mailbox by emptying Deleted ftems and archiving,
Tools
= 485 GB free of 495 GB
= Rules and Alerts
5
Al Use Rules and Alerts to help organize your incoming email messages, and receive
Manage Rules |  UPdates when items are added, changed, or removed.
& Alerts
Manage Add-ins
Office Account @; Manage and acquire Web Add-ins for Outlook.
Manage Add-
Options ins

Exit



3. Select Account settings... (Add and remove accounts or change existing
connection settings)

Account Settings
% Change settings for this account
Account connections.
Settings >~ =  Access this account on the v
Las Slo ol orrio oo

Account Settings...
5] Add and remove accounts or change -
existing connection settings.

p Account Name and Sync Settings

Update basic account settings such as pl
account name and folder sync settings. c

Delegate Access

RQ Give others permission to receive
items and respond on your behalf.

Download Address Book...

| ] )
\I/ Download a copy of the Global F
Address Book.

(é Change Profile
I:g Resj[ar‘t Ml[rosorf't Outlook and choose
a different profile.

2}
Manage Profiles !
Add and remove profiles or change
existing profile settings.
& a _d -
4. dudandni Profile aaviaiag
Account Settings X

Email Accounts
You can add or remove an account. You can select an account and change its settings.

Email Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

d New.. W Repair.. B Change.. @ Set as Default X Remove * &

Mame Type

Microsoft Exchange (send from this account by defa...

Selected account delivers new messages to the following location:

pratcnak@METROSYSTEMS.CO.TH\Inbox

Close



5. énaanUse Cached Exchange Mode to Download email to an Outlook Data file
nduna Next

Exchange Account Settings
pratcnak@METROSYSTEMS.CO.TH

Offline Settings

[/]use Cached Exchange Mode to download email to an Outlook data file] -

Download email for the past:

All

More Settings Next -

6. uila Next 1nuan 4u Account Successfully updated am Done (flusulasadu
y up

3§ Outlook

Account successfully updated

|Y0u need to restart Outlook for these changes to take effect.

@



How to Export file PST Outlook

1. 1ila Outlook 17iasaviia file

||E'| File g Send / Receive  Folder
A= @ =

M- |

E New  New X Delete Archive
Email Iltems v {% v

RQ Mew Delete

€
o v Favorites
Inbox e
696 Sent ltems
Drafts [8]
oo Deleted ltems 3
2. &an Open & Export
@ Open
fl Info | Open Calendar
E ﬁ Open a calendar file in Qutlook (.ics, .vcs).
|| = Open & Export en
Calendar

SRS | Open Outlook Data File

EI’D Open an OQutlock data file (.pst).
Save Attachments Open Outlook

Data File
Print
Import/Export
—_— Import or export files and settings.
Import/Export
Other User's Folder
ERQ Open a folder shared by another user.
Other User's
Folder




3. 71 Import/Export (Import or export files and Settings.)

@ Open

fn) Info | | Open Calendar
Eﬁ Open a calendar file in Qutlook (.ics, .vcs).
= Open & Export Open
Calendar
Bavcles I | Open Outlock Data File
ED Open an Outlook data file (.pst).
Save Attachments Open Outlook
Data File
Print
Import/Export
¢ P P ] )
—> Import or export files and settings.
Import/Export
Other User's Folder
EQQ Open a folder shared by another user.
Other User's
Folder

4. wihe9 Import and Export Wizard, 1vivinn1si8an Export to a file.

Import and Export Wizard

Choose an action to perform:

Impaort a VCARD file (wcf)

Impart an iCalendar (.ics) or vCalendar file (ves)
Impart from another program or file

Import R55 Feeds fram an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook infarmation to a file for use in
other programs.

< Back Cancel



5. tdan Next >

Import and Export Wizard

Choose an action to perform:

ExEort RSS Feeds to an OPML file

Import a VCARD file (vcf)

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

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.

< Back

ner> |

6. Page Export to a File: Create a file of type : 1Widan?i Outlook Data File (.pst)
then annflua&n Next. >

Export to a File

Create a file of type:

Camma S:-:-Earated Values

< Back Mext = -




7. w619 Export Outlook Data File : Select the folder to export frgm P
tdaniWalnasisiadn1s Export : xxxxx@borneothai.com Tvildanangav Include
subfolders. anntiuna Next >.

Export Qutlook Data File X

Select the folder to export from:

| v E pratcnak@ J
T inbox
[Z7 Drafts [2]
D Sent ltems
> [ll] Deleted Items (3)
D Archive
> gf}, Calendar

» A= Contacts
> D Conversation History

E‘@ Journal
2 sk Email

Include subfolders | - Filter...

8. w1y Export Outlook Data File: Save exported file as: fiaaglufunau
Export Outlook Data File (.pst) uazdvtiunauniidaslvitdaniiag fuvinlWa'lin
1uu (Save exported file as:) agsiavsntfiunsaudunausa‘lui:

Tduaau:

8.1 a&nviilu "Browse..."wiaiflaminseadmsuidanuzaivuasiunivisadnis
fTurin'lwa .pst t20'ldn'lasdl D:uuniinene Browse Tvitdanwiaduidandntanly
1 Drive D:

8.2 a*fwoivxlal,ﬂa%‘lmi"ﬂa'jj "Backup PST"a&nu31 > New > FoIchert;'m”a")‘ftia‘i,‘v\lamafas
11: Backup PSTinataastiazlaiiuinaiaasuanlunisiAu'lWai Export

o s

8.3 1l luTnlaimas "Backup PST" duidandniiailininamasiidaasie
gvTWataastaadnniloinainas Taaavtiain: davavlld-Inc-i-ifau-u 12y
Pratcnak-Inc-2025-06-18

anifuna OK

File Path : D:\BackupPST\Name-Full-Year-Month-Day



I Unread ByDate v T

= [ Open Outlook Data Files X
day a
akarin Kunjad ' &« S5 v N | « BackupPST > Name-Full-Year-Month-Day v C | --Full-‘{’ear-MOm »
std 9
E Export Outlook Data File ~ =
* S Organize ~ New folder = - a
akal Save exported file as; Name Date modified Type Size
sty D:\Ba(kupPST\Name—FuH—Vear—Mumh—
st<g s 15 PC No items match your search,
skal © Replace duplicates with items exported 5 e Windows (C)
wtyf O Allow duplicate items to be created
5t < (O Do not export duplicate items > == Local Disk (D7)

> = New Vol 1
akal ew Volume (|

|
| > New Volume (i
phit File name: ‘ Pratcnak-Full-2025-06-17 ~
o
; :E Save as type: Outlook data files v
<oack conce
phichar Rattanabanj... L= -
st dinunads 13:57
st <end>
A Hide Folders Tools -

annitAda Ranban

9. Options: lt&an'u7 Replace duplicates with items exported, a1nifuna Finish.

Export Outlook Data File X

Save exported file as:
b:\.,BackupPSﬂName—FuII—‘r’ear—Munth-[ Browse...
Options
o Replace duplicates with items exported

Oﬁ.lluw duplicate items to be created
O Do not export duplicate items

< Back Finish -E|

10. %1 Create Outlook Data File Tugtfiun1sna OK

Create Qutlook Data File *

Add optional password

Password: |

Verify Password:

[ ] save this password in your password list

oK —




11.\favinn1s Export t@3aualazdsing inadonin

Name-Full-Year-Month-Day x +
<« 4P (o] 2 > ThispC
@ New b lua] &) ®
) Home: Hame )
Rysatiery [ pratensicpull-2025-06-17
>« OneDrive

M Desktop  #
L Downloads #
& Documents #

A pictures *

8 Music »
& videos »
Kanwledge E#
Test *

Name-full-Vear-

~ I This PC
> e Windows (C)
> = Local Disk (D)
> - New Volume (1
5 New Volume (1

> il Network

> Local Disk(D) > BackupPST > Nare-Full-Year-Month-Day

W N oson = view
Date modified Type
17/6/2568 1558 Outlook Data File

litem 1 item selected 376 MB

Huduasagu

Search Name-Full-Year-Month-Day

(1 Details

(- Pratenak-Full-2025-06-17

@ share

Details
Type
Size

File Iocation

Date modified

Z2 Properties




