We simplify and improve!

Eksportere og importere mail i Outlook

09.03.2016
Eksportere mail til en .pst fil:

1. Ga inn pa fil og velg Apne og Eksporter, velg Importer/Eksporter.

Open

Open & Export
Open Calendar
Save As E Open a calendar file in Outlook (ics, wes).

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

Import/Export

Clicedccint €= Import or export filﬁ:&and settings.

Options
Other User's Folder
Exit Open a folder shared by another user.

2. Velg Eksporter til fil og klikk neste.

Choose an action to perform:

Expaort R55 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 R55 Feeds from an OPML file

Import RS5 Feeds from the Commaon Feed List

Description

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

< Back Cancel
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3. Velg Outlook Datafil (PST)

Create a file of type:

Comma Separated Values
Cutlook Data File {.pst)

4. Velg den gverste mappen som du vil eksportere, huk av for at den skal ta med
undermapper og trykk neste.

Select the folder to export from:

4 [ES" isabell.moss johannesen@adgruppen.r A

[ Innboks [12]

7 Kladd [9]

7 Sendte elementer
i |5 Slettede elementer (7)

Conversation History

Foreslatte kontakter

i [ Kalender

> Kontakter
=L lnnn

<

Include subfolders
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5. Velg hvor mappen skal lagres og eventuelt navn pa filen, og trykk pa fullfgr.

Save exported file as:

Documents\Outlook Files\backup.pst | Browse...
Options

@I Replace duplicates with items exported
l:::l Allow duplicate items to be created

ID Do not export duplicate items

< Back ” Finizh || Cancel

6. Far du opp denne meldingen, sa er det bare a trykke ok. Det er ikke ngdvendig a legge inn
passord pa filen men hvis du har behov for det kan det legges inn her.

Add ::E;innal password

Password: |

Verify Password: |

|:| Save this password in your password list

| oK || Cancel |

Outlook skal da begynne a kopiere filer det vil komme opp flere dialogvinduer, det er bare a
la disse veere til den er ferdig. Hvis mailen skal importeres pa en annen bruker setter du opp
mailen pa nytt etter egen veiledning, fgr du fortsetter med veiledningen for import av pst
filer.
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Importere mail i en .pst fil:

1. Ga inn pa fil og velg Apne og Eksporter, velg Importer/Eksporter.

nfo Open

Open & Export

Open Calendar
Save As E Open a calendar file in Outlook (ics, .ves).

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

Import/Export
e

e Import or export fil%nd settings.
Options
Other User's Folder
Exit
- Open a folder shared by another user.

2. Velg importer fra et annet program eller fil.

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [wcf)

Impaort an iCalendar (.ics) or vCalendar file [ves
Import from another program or file

Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Qutlook
data files [.P5T} and text files.

< Back Mext = || Cancel
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3. Velg Outlook Datafil (PST)

Create a file of type:

Comma Separated Values

<Back || Next> | | Cancel

4. Velg filen du vil importere

File to import
Documents\Outlook Files\backup.pst  Browse...

Options

@I Replace duplicates with items imported
{:}Allow duplicates to be created
() Do not import duplicates
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5. Velg mappen du vil importere, pass pa at det er huket for at den skal ta med undermapper
og velg sa mappen du skal kopiere mailen inn til fgr du trykker fullfgr. Outlook vil da bruke

litt tid pa @ importere mailen, tiden dette tar vil avhenge av hvor mye mail det er som skal
importeres.

Select the folder to import from:

» [[E Outlook Data File

[¢] Include subfalders

I:::I Import items into the current folder
@ Import items into the same folder in:

| isabell.moss johannesen@adgruppen.no |E“

| <Back || Finish | | Cancel |
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