Backing up mails on outlook

1. Select File > Open & Export > Import/Export.

©

Open

Open & Export

Open Calendar
E Open & calendar file in Outlook (ics, ves).

Open Outlook Data File
E Open an Outlook data file (.pst).

- Import/Export
d=  Import or export files and settings.

2. Select Export to a file, and then select Next.

Choose an action to perform:

1

ExEort RSS Feeds to an OPML file

Import a VCARD file (vcf)

Import an iCalendar [.ics) or vCalendar file (.ves)
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.

3. Select Outlook Data File (.pst), and select Next

Export to a File

Create a fide of type:

| Comma Separated Values
‘ Outiock Data File {.psti




4. Select the mail folder you want to back up and select Next.

Select the folder to export from:

als anne@contoso.com

] Inbox

Summer Campaign (2)
Q4 Planning -
Facilities issues
Legal Issues
Wide World Importers
Personal

77 Drafts 11

7 Sent ltems

1 T Deleted Items (1)

V]Indude subfolders Filter...

5. Choose a location and name for your backup file, and then select Finish.

>

Save exported file as:
. 19\Documents\Outiook Files\anne.pst
' Options

@ Replace duplicates with items exported
) Allowr duplicate items to be created
) Do not export duplicate items

6. If you want to ensure no one has access to your files, enter and confirm a password,
and then select OK.

Create Outlook Data File X

Add optional password

Password: | "R RRRRRRAN NS |

Verify Password: | uuuuuuu| |

[ save this password in your password list

| oK || Cancel ‘

Mailbox size

Telkom Webmail has a maximum storage capacity of 3Gb. If it does exceed capacity, you
won't be able to receive any messages. Also, people who send you an email will receive an
error message that tells you your mailbox is full.



Attachment Size

On Telkom webmail you can add attachments, like files, photos and videos to your emails.
The maximum attachment size for webmail is 20 MB per email.



