Outlook 2010 – How to backup all your mail, contacts, calendars and tasks.
The following instructions will walk you through the process of backing of all your current mail to a PST file that you will store on your local computer.  These instructions are intended for users on Outlook 2010.
1. Open Outlook
2. Click on the FILE menu at the top of the screen
[image: ]

3. Click on Open
4. Click on Import and the Import & Export Wizard will appear
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5. Click on “Export to a file” from the list and then click on the NEXT button
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6. Click on “Outlook Data File (.pst) from the list and then click NEXT
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7. Click on Outlook Data File to select it and make sure there is a Check Mark in the Include Subfolders box and then click NEXT
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8. In the “Save exported file as:” field, you can accept the defaults or specify a new location and file name.  For the Options, you can leave it as is.  Then click on FINISH
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9. The following window will appear asking you for an optional password.  If you want to secure this file then enter a password, otherwise click OK to continue.
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Outlook 2010 – How to add Office365 Account.
The following instructions will walk you through the process of adding your Office365 account to Outlook.  These instructions are intended for users on Outlook 2010 only.
NOTE: Please make sure you have backed up your current Outlook data before proceeding!
1. Open Outlook
2. Click on the FILE menu at the top right side of the screen
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3. Click on the [image: ] button just below Account Information
4. Enter the following information in the fields provided and click next.  See Example screen shot below.
a. Your Name:		First and Last Name
b. E-Mail Address:		accountname@massageaddict.ca
NOTE: accountname should be your email name in front of @massageaddict.ca
c. Password:		Enter your Office365 Password
d. Retype Password:	Enter your Office365 Password again
[image: ]
5. Outlook will automatically lookup your information in Office365 and create your account.  When this is complete, you can click on FINISH.
[image: ]

6. After clicking FINISH, you will get the following prompt indicating to close and restart Outlook.  Click on the OK button and then close Outlook and reopen it.
[image: ]

7. After closing and reopening Outlook, you will be immediately prompted with your Office365 password.  Enter your password and click on the check box “Remember my credentials”.  Click OK to continue.
[image: ]



8. 
NOTE: Outlook may take several seconds to open while it creates your new account.  Once you login, you will see the following




Outlook 2010 – How to import Calendar/Contacts/Tasks.
The following instructions will walk you through the process of importing your Outlook Calendar, Contacts and/or Tasks that you previously backed up.  These instructions are intended for users on Outlook 2010 only.

1. Open Outlook
2. Click on the FILE menu at the top of the screen
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3. Click on Open
4. Click on Import and the Import & Export Wizard will appear
[image: ]

5. The default “Import from another program or file” will be selected.  Click NEXT
[image: ]

6. On the Import a File window, click on “Outlook Data File (.pst) and click NEXT to continue.
[image: ]



7. For the file to Import either accept the default or click on the BROWSE button to locate the file you saved when you backed up your data.  For Options, leave the default setting “Replace duplicates with items imported.  Click NEXT to continue.
[image: ]

8. In the following screen, click on the item (Calendar, Contacts, Tasks, etc) under the Outlook Data File that you want to import.  Leave the other settings as shown below and click FINISH.

NOTE: The example below has Contacts selected
[image: ]

9. Repeat Steps 2-8 to import any other folder into your Office365 account.



image6.png
| Export Outlook DataFile ||

Save exported fil as:
me{DocumentsOutiook Filestbackup.pst | [Browse. .|

Options:
Replace dupicates with tems exported

Allow duplicate tems to be created
Da ot export duplcate tems





image7.png
Creste Outlook Data File

‘dd optianal password

password:
Verify Password:

Save this passord in your password st

o Cancel





image8.png
Send Receive  Folder  View

Account Information

AccountName@massageaddict.ca

_ DRV

b Add Account.
Open
i _ Account Settings
3‘*\ Madiy settings for this account and configure additional
Help e conneetions
Account
[3 options Settings ~

3 e

Mailbox Cleanup
Manage the size of your mailbox by emptying Deleted tems and

wchiing,
Cleanup
Tools
Rules and Alerts
% Use Rules and Alerts to help organize your incoming e-mail
messages, and rcenve pdates ahen fems re added, changed, or
Manage Rules | removed

8 Alerts




image9.png
b Add Account.




image10.png
Add New Account

Auto Account Setup

Click Next ta cannect ta the mail server and automatically configure your accounk settings.

© E-mail Account.

Vour Name:

E-mall Adcress:

Passuord:

Retype Password:

Account Name

Example: Elen Adams
AccountName@massageaddct.ca

Example: elen@contoso.com
]

Type the password your Internet service pravider has given you,

Text Messaging (5Ms)

Manually configure server settings or additional server types

Next >

Cancel





image11.png
Add New Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:

/ Establsh network connection
/ Search for AccountName@massageaddict.ca server settings

« Logonto server

Vour e-mall accourt is sucessfully configured.

Manually configure server settings

‘Add anather accout.

Finsh

Cancel





image12.png
A You must restart Outlook for these changes to take effect.





image13.png
Microsoft Outlook
Connecting to AccountName@massageaddict.ca

AccountName@massageaddict.ca

Remember my credentials

o]





image14.emf
Office365 Account

Net Solutions Account


oleObject1.bin
Office365 Account


Net Solutions Account



image15.png
Import and Export Wizard

Choase an action to perform:

Export R55 Feeds to an OPHL e

Export to a e

Import & VCARD file (.vef)

Import an iCalendar (cs) or vCalendar fle (.ves)

[Import From ancther orogram o fe
Import Internet M Account Settings
Import Internet Ml and Addresses
Import RSS Feeds from an OPHL i

Import R5S Feeds from the Common Feed List

Description
Import data from other programs or fils, including

ACTI, Lotus Organizer, Outlook dat fils (.PST),
daabase fils, text fies, and others.

<Back.





image16.png
Importafie

Select fils type to import from;

ACTI 3.3, 4.x, 2000 Contact Manager for Windaws »
(Comma separated Values (D0S)

Cormima Seprated Values (Windows)

Lotus Organizer 4.x

Lotus Organizer 5.x

Micrasoft Access 57-2003

Micrasoft Excel 37-2003





image17.png
Elleto import
me{DocumentsOutiook Filestbackup.pst | [Browse. .|

Options:
Replace dupicates with kems iported

allow duplcates to be created
Do not import duplicates





image18.png
Select the foder to impart from:

4 39 Outlook Data File =
3 Deleted Items. E
[ Calendar
8 Contacts
[ Drafts.

include subfolders Eiter

Import kems into the current folder

Import kems into the same folder i

sccountname@massageaddt.ca =

<Back Fiish Cancel





image1.png
Folde

Reply

% Clean Up =
S G
4 Favorites <

(2o

3 sentttams
(@ Deleted Items
(Smbox ()

4 Outiook Data File

(2o
) oratts

Searer

arrang

4 T
Er
i
o
e
M




image2.png
ome  Send / Receive

Folder

View

Info

print.

Help

1 options

3 e

Open Calendar
Open s calendar il in Outlook (ics, ves).

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

Import

Irmport ils, setti

5, and RSS Feeds into Outlaak.




image3.png
Import and Export Wizard

Chaase an action to perform:

Exgort RS Feeds to an OPYL fie

Import & VCARD file (.vef)

Import an iCalendar (is) or vCalendar fie (.ves)
Import From ancther progra o fe

Import Internet Ml Account Settings

Import Internet Ml and Addresses

Import RSS Feeds from an OPHL i

Import R5S Feeds from the Common Feed List

Description
Export Outlook informetion to a il for use n other
programs.





image4.png
(VT
Exporttoa File

Create a e of type

Comma seperated Values (00S)
Cormima Seprated Values (Windows)
Wicrasoft Access 57-2003

Micrasoft Excel 37-2003

Tab Separated Valuss (DOS)

Tab Separated Values (windaws)





image5.png
Select the folder ta expart from:

3 F
4 39 AccountName@massageaddict.ca

» (& Inbox )

[@lincue suoktrs Crime

[<mn wwes | [l





