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Export emails to Windows device: Create Outlook data file
(PST)

Step-by-step guide

Click on “File”, select “Open & Export” and click on “Import/Export”.

Select “Export to a file” and click on “Next”.
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Select the “Outlook Data File (.pst) option from the list below and click “Next”:

Select your “Inbox” folder or any other email folder you wish to back up and click “Next”. 

: To import your entire outlook account, please select the email address on top and click “Next”. Please ensure that you select “Include Note
subfolders” to backup all emails. 

Please click “Browse” to specify the location to save the Outlook Data File to. You can leave options as is and click “Finish”.
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Note: You can review email files after email back up has been imported into Gmail. It is important to take note that exporting your entire email 
account will take time.

You must ensure that the Outlook Data File (.pst) file size you import to Gmail after exporting to your device does not exceed the storage space 
available on your Gmail account.

Related articles

SafeCom Printer setup for MacOS Sonoma
How to reset your password
ICT Charges (ICT Student services)
Graduation Checklist
FAQs Register & Connecting to Eduroam

https://servicedesk.sun.ac.za/kb/display/ITHUB/SafeCom+Printer+setup+for+MacOS+Sonoma
https://servicedesk.sun.ac.za/kb/display/ITHUB/How+to+reset+your+password
https://servicedesk.sun.ac.za/kb/pages/viewpage.action?pageId=20119954
https://servicedesk.sun.ac.za/kb/display/ITHUB/Graduation+Checklist
https://servicedesk.sun.ac.za/kb/pages/viewpage.action?pageId=30179924
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