
How to Export Outlook Data 
 
 
In Outlook, select the folder you wish to export: 
 

 



 
From the File menu, choose Import and Export: 
 

 
 
 
 



From the Import and Export Wizard dialog box, choose Export to a file and click 
Next: 
 

 
 
 
From the Export to a File dialog box, choose Personal Folder File (.pst) and click 
Next: 
 

 
 
 
 
 
 



From the Export Personal Folders dialog box, select the folder you wish to 
export.  If the folder contains subfolders that you also wish to export, be sure to 
place a checkmark by the Include subfolders option and then click Next: 
 

 
 
 
In the Export Personal Folders dialog box, click the Browse button: 
 

 



Choose a location in which to save the document, such as Desktop, and provide 
a file name for the document, then click OK: 
 

 
 
 
If you wish to password protect your exported email, provide a Password in the 
Create Microsoft Personal Folders dialog box and then click OK: 
 

 
 
The resulting file will be created in the location specified.  


