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Move emails to back up on your local computer

1. Please click [File] — [Info] — [ Account Settings] .
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2. Click [Data Files] — [Add] .
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Select a data file in the list, then click Settings for more details or dick Open File Location to Tell Me More...
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down Cutlook,

Close




) H H KR LM% P s
Computer and Information Networking Center
3. Set the storage path for the data file, name the file, then click [OK] .
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4. After confirming that the data file has been added, click [Close] .

Account Settings
Data Files

Outlook Data Files
Internet Calendars Published Calendars Address Books

Email  DataFiles RSSFeeds SharePoint Lists
1 Add... ﬁ' Settings... Q Set as Default )( Remove (25 Open File Location...
‘@ntu.edutw - Ou...

Location
CoUsers\UserAppData\Local\Microsoft\Outlook

Mame
2022backup Chlsers\UserDocumentshOutlook Files\2022backup.pst

Select a data file in the list, then click Settings for more details or click Open File Location to
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5. On the left side, locate the newly created data file, right-click on it,

then select [ New Folder] — Enter the folder name.
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6. Click and drag email to the folder.
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Tips -

1. Hold down [ctrl) and click, you can select multiple emails at once.

2. Hold down [shift] and click, clicking the first and last emails lets you select

multiple emails consecutively.



