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1.1. Tunaudn 1

Tu Outlook 1&on File > Open & Export > Import/Export

FILE HOME SEND / RECEIVE FOLDER VIEW
[ f2ignore N TN O Y 2y | YiMove~ (OiUnread/ Read Search People )
= Fa Rlg x ‘\4(_‘. f d t—ﬁ FdMeeting | Move to:? ove - [~]Unread/ Rea 5 P -
‘ . B e . Clean Up ~ B R— ; ; o ~ (3 To Manager ‘ | iSRules- i Categorize - | Address Book o
ew ew ~ elete Reply Reply Forward [\ - = < — Y Fil il v ore
X a©Junk ¢E More Team Email v > . Filter Emai
Email Items - All ‘ SHoneNote > Follow Up
New Delete Respond Quick Steps ™~ Move Tags Find Apps e
I> Favorites ¢ All Unread Search Current Mailbox (Ctrl+E) £ | current Mailbox ¥
. Vi O @ [FROM SUBJECT RECEIVED % SIZE CATEGORIES ¥ -
4 jakob@contosoco.com -
4 Date: Older
Inbox 6
Yammer Access Yammer wher... Tue 4/21/2015 6:09 AM 48 KB
Drafts Download the Yammer Mobile App to browse conversations, access your groups, and stay in touch with your team. P
Sent Items
I Deleted Items 19 ot Rob Young Weekly checkin Mon 4/20/2015 9:34 PM 24 KB |‘
x J a s
Juni Email oin online meeting Find a local number
Outbox Molly Dempsey I'm doing our Contoso... Sun 4/19/2015 11:16 PM 15 KB -
Search Folders I'm doing our Contoso food drive event in Tacoma next week. Let me know your availability. You're receiving this !
> Contoso Support Molly Dempsey Let's celebrate 10 year... Wed 4/15/2015 12:50 PM 16 KB
; . f . |»
You're receiving this message because you're a subscribed member of the Office party group.
I jakobsol77 @gmail.com —
Molly Dempsey Re: Your training nee... Wed 4/15/2015 12:49 ... 17 KB
I'd like to do an online course at Seattle U wrt client sales |>
Alex Darrow Your training needs? Wed 4/15/2015 12:47 PM 15 KB
Thanks for letting me know. I'll look into it. Was thinking of BC this summer, $300 in-person class. |>
Rob Young Your training needs? Wed 4/15/2015 12:43 ... 16 KB i i
Mail Calendar People Tasks -

ALL FOLDERS ARE UP TO DATE. CONNECTED TO: MICROSOFT EXCHANGE

A 1.1 wiheelusunsy Outlook
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1.2. Sumewd 2
Tuntiene Import and Export Wizard > dig1lua iCalendar (.ics) %50 vCalendar (.vcs)

> Next

Inbox - jakob@contosoco.com - Outlook ? -0 X

© o6

Open

Open & Export

Open Calendar

Save As — Open a calendar file in Outlook (.ics, .vcs).

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

Import/Export
Rilcelccount L o Impzt}or export files and settings.
Options
Other User's Folder
Exit - Open a folder shared by another user.
= ] o v \L 12
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FILE HOME SEND / RECEIVE FOLDER VIEW A
7 (gmm ‘Xlgnore x <> < FdMeeting ¥ Move to: ? ¥ Move ~ () Unread/ Read Search People '-
b =3}
lle Clean Up - | = (I- (I- E > ¢ OIM ~ 3 To Manager * ¥5Rules- B Categorize - 22} Address Book
NevY ew 8®Junk . Delete Reply Reply Forward _° . % Team Email o [P _ Y Filter Email - Store
Email Items ~ S nelo .
New Delete Find Apps ~
Favorites ¢ All Unread ox (Ctrl+E) £ | current Mailbox ¥
Choose an action to perform:
1 o
4 jakob@contosoco.com Le DO R Export RSS Feeds to an OPML file SIZE v =
4 Date: Last M( Export to a file
Inbox 8 Rob. Import a VCARD file (.vcf) 23KB
Drafts Herd N/ Import a| lendar (.ics) or vCalendar file (.vcs) P
Sent Items Import from another program or file
el atadiiams 4 Date: Older Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List
Archive Mol 13 KB
>
Junk Email Wh¢ Description ne? | need to reach out to [
Outbox Mol Import information from an iCalendar or vCalendar 14KB
Search Folders Yl file to the Calendar folder. P
Contoso Support Rob 13 KB
\b
HiJ
Out < Back Next > Cancel 9 KB >
Tha ur new Outlook.com inbox l
?; Rob Young Weekly checkin Mon 4/20/2015 9:34 PM 24 KB
Join online meeting Find a local number g v
Mail Calendar People Tasks -

ITEMS: 10 UNREAD: 8 ALL FOLDERS ARE UP TO DATE. CONNECTED TO: MICROSOFT EXCHANGE

AN 1.3 %i199UaAMINEe Import and Export Wizard
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1.3. funoul 3
Wonlwdujiu > OK

0% S
\> ~ 1 | < Outlo.. » jakobsol77@gmail.com.ical v & Search jakobsol77@gmail.com... R
Unread/ Read Search People o
Organize ~ New folder - ] @ Categorize ~ [£2} Address Book
N e g Follow Up - Y Filter Email - Sle
A This PC - Tags Find Apps A
lu Desktop E= #contacts@group.v.calendar.google.com ch Current Mailbox (Ctrl+E) L | current Mailbox ¥
E Documents E ]akobsol77@gmall.ck| = v &
14 Downloads
R Music 015 9:53 AM 23KB
R Pictures Select a file to preview. F
B Videos
—ﬁ Local Disk (C:)
# Source (D) 2015 4:14 PM 13 KB
& h r information to me? | need to reach out to P
<+ Output (E)
<& Local Disk (F;) 2015 4:13 PM 14 KB >,
@ Network Vi< 2 2015 4:11 PM 13 KB >
File name: v iCalendar Format v
2015 3:27 PM 9KB
Tools ¥ | Open | Cancel > Welcome to your new Outlook.com inbox >
B WeeRly ThetR WICI9/29/2015 9:34 PM 24 KB
Join online meeting Find a local number P -

Mail Calendar People Tasks -

ITEMS: 10 UNREAD: 8 ALL FOLDERS ARE UP TO DATE. CONNECTED TO: MICROSOFT EXCHANGE
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FILE HOME SEND / RECEIVE FOLDER VIEW o
" d—. ] xxlgnore x A R [ & d Meeting ¥ Move to: ? ¥ Move~ (O)Unread/ Read Search People ﬁ
, 1 = — O 5 23}
N 7: ! . Clean Up N (I_ . (I- . -)d SiM - 3 To Manager | fRules- i Categorize - [£2} Address Book .
ew New . elete Reply Reply Forward _ 3 : . Filter Email - ore
Email Items ~ o Junk Al T More ~ Team Email M oneNote P Follow Up - T
New Delete Respond Quick Steps 5 Move Tags Find Apps »
I Favorites ¢ All Unread Search Current Mailbox (Ctrl+E) L | current Mailbox ¥
i 1Y @ FROM SUBJECT RECEIVED - SIZE \d -
4 jakob@contosoco.com
4 Date: Last Month
Inbox & Roeei?
Rob Young Rob Young has invited you to ‘test’ Thu 7/16/2015 9:53 AM 23 KB
Drafts Here's the site that Rob Young shared with you. P
Sent ltems
I Deleted Items 4 Date: Older
Archive Molly Demp: 4 PM 13 KB
Junk Email Who is Contos| tion to me? | need to reach out to P
0 Do you want to open this calendar as a new calendar
Outbox Molly Dempse or import its items into your calendar? 3PM 14 KB
Search Folders Yl P
. Open as New Cancel
I Contoso Support Rob Young 1PM 13KB
Hi Jakob, Nur X > r
Outlook.com Team Welcome to your new| “\utlook.com inbox Mon 6/22/2015 3:27 PM 9 KB
Thanks for being one of the first users of our next-géneration communication service Welcome to your new Outlook.com inbox P
?; Rob Young Weekly checkin Mon 4/20/2015 9:34 PM 24 KB

Join online meeting Find a local number g -

Mail Calendar People Tasks -

ITEMS: 10 UNREAD: 8 ALL FOLDERS ARE UP TO DATE. CONNECTED TO: MICROSOFT EXCHANGE
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Choose File in your Outlook menu and in
the window that opens, choose Open & s, ot
Export, and then choose Import/Export.

Open Outlook Data File
D Open an Outlook data file (.pst).
Open Outlook
Office Data File
Account
Import/Export
Feedback 2 p t/ p )
Import or export files and settings.
Support Import/Export
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