
How To Back up Email 



 

Open Up your Email 



 

Click on File in upper left corner 



 Then Click on Import and Export 



 

Then Click on Export to a File then Next 



 

Select Personal Folder File (.pst) then Next 



 

Select mailbox and Put a check mark in 
include subfolders  then Next 



 

In the save exported files as: Type  
c:\mailbackup102011.pst   then Finish 



 

Do not enter a password just 
 click Ok 



 Now under your C:  drive you should see 
the name of the backup files.  You can now 

copy it to your h: drive the jump drive 


