Save Email in a Readable File Format
Open Outlook.
1. From the File menu select Options....

2. Then select Advanced
3. Next click on the Export button
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4. Choose Export to a File. Click the Next button.
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Choose an action to perform:

Export RSS Feeds to an OPML file

Import a VCARD file {.vcf)

Import an iCalendar (.ics) or vCalendar file (wes)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Comman Feed List

Description
Export Qutook information to a file for use in other
programs.
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5. Choose Comma Separated Values (Windows). Click the Next button.
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! Export to a File —

Create a file of type:

Comma Separated Values (DOS
Comma Separated Values (Windows)

Microsoft Access 97-2003
Microsoft Excel 97-2003

Cutook Data File (.pst)

Tab Separated Values (DOS)
Tab Separated Values (Windows)
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6. Verify that the correct Outlook folder is selected or select a different folder. Click the
Next button.

Export to a File
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Select folder to expaort from:

- Junk E-Mail
- Mews Feed

-l Quick Step Settings
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7. Click the Browse... button.
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Save exported file as:

8. Navigate to your M: drive. Type in a file name (e.g., Outlook_Mail). Press the OK
button.
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9. Click the Next button.



10. Click the Finish button.
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The following actions will be performed:

Export "E-Mail messages” from folder: Inbox [Map Custom Figlds ...

This may take a few minutes and cannot be canceled.
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Go to your M: drive where the file is located and open the file in Excel
Then go to File and choose Save As
From the Save as type: drop down, select Text (MS-DOS)

File name: export.docx -

iave as type: |CS"|!' iCﬂmma delimitﬁl vl

Authors: Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

Folders XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 87-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)
CSV (Macintosh)

4. Double click the file and it will open in Notepad, but you can also open it in Word.
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