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Migrating from previous versions of Outlook (2000/XP, 2003) to Outlook 2007

(Exporting from Previous Versions)
Here are the steps needed to export your e-mails and contacts from previous versions of Outlook (2000,
2003). Most of the steps are the same for both versions, though they screens may look a little different.

1. Select “Personal Folders” under “Mail” on the left hand side of the application. (This step is for 2003

users only)
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2. Go up to the top menu and click on File then “Import and Export...”
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Migrating from previous versions of Outlook (2000/XP, 2003) to Outlook 2007

3. Onthe next window select “Export to a file” and then “Next”. (2003 only)

Choose an action to perform:

Export to a file

Impart a VCARD file {.wcf)

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

Import Internet Mail Account Settings
Import Internet Mai and Addresses

~Description

Export Qutlook information to a file for use in other
programs.

= Btk I Ner_t> I Cancel

4. Then select “Personal Folder File (.pst)” and then “Next”.

Export to a File 3 Export to a File

Create a file of type: Create a file of type:

Comma Separated Values (DOS) dBase d
Comma Separated Values (Windows) Microsoft Access

Microsoft Access Microsoft Excel

Microsoft Excel Microsoft FoxPro

Personal Folder File (.pst)

Tab Separated Values (DOS)
Tab Separated Values {Windows)

Tab Separated Values (Windows) i

< Back I Ne%\> I Cancel < Back I Next>[\l Cancel
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5. On the next screen you must select “Personal Folders” in the top window and the checkmark for
“Include subfolders” must be selected.
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6. The next screen will ask where you would like to save your exported email and contact list to. Click on

the “Browse...” button and select a location to save to.

Export Personal Folders 3B Export Personal Folders i x|
Save exported file as: Save exported file as:
Its and Settings\gib\Desktop\backup200Z | Browse... I
Options Options
% Replace duplicates with items exported % Replace duplicates with items exported
€ allow duplicate items to be created " Allow duplicate items to be created
" Do not export duplicate items " Do not export duplicate items
< Back | inish | Cancel | [2) < Back Fini Cancel
I
| would recommend saving to the Desktop.
2l 2l
savein:  [[@ Deskton T @- 3@ % i - Toosw svem:  [(3 Desktop T e | @ ¥ e ook -
= [CMy Documents [EJMy Documents
4 1§ My Computer i My Computer
MyRecent  Muy Netwark Places %My Network Places
Documents k¢ dora |hEudara
[Camiew Folder - |Cmiew Foider
@ |c3)Outiook 2000 h‘ {571 Shared Documents
Deskiop | |3 backup2000.pst My Documents
{57 shared Documents
My Documents Desktop
et Favorites
E Flepame:  [oackuplpst =l Fie pame:  [backup.pst =l [=] of ]
Places Save as type: IFErsnnal Folders Files (*.pst) =l Cancdl L Save as types [PST Fies (~pst) =] Cancdl |
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Once a save location has been selected, make sure “Replace duplicates with items exported” is selected

and then click “Finish”.

Export Personal Folders
Save exported file as:
Its and Settings\gib\Desktop'backup200Z | Browse. .. I
Options

% Replace duplicates with items exported
= allow duplicate items to be created
~ Do not export duplicate items

x|

Export Personal Folders

Save exported file as:

Options
& Replace duplicates with items exported
" Allow duplicate items to be created

" Do not export duplicate items

<Back | Cancel

figish |

< Back Fini Cancel

(2003)

7. On this last screen just select the “OK” button.

(2000/XP)
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Create Microsoft Personal Folders x|

File : I C:\Documents and Settings\gilb\Desktopbada

RENERR I ersonal Folders

Format: I Personal Folders File

—Encryption Setting

 Encryption Setting  Notn %
o Encryption

; flo S : % Compressible Encryption

. C_ompresmble. Encryption i Encryption

~ High Encryption
P —Password

Password: I Password: I

Verify Password: | Verify Password: I

I™ save this password in your password list [™ save this password in your password list

@ S | oK Cancel | Help |
L
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8. Now just sit back and wait for the export process to complete.

(Exporting Rules and Alerts)
If you have any rules set up that you would like to move to the new version of Outlook complete these
steps.

1. Go up to the top menu and select “Tools” and then “Rules and Alerts...”.
[ Microsoit Oublook |

Go | Tools | Actions Help Adobe PDF

'_11 Ser Send/Receive ¥ kact to fim

- Find 3
[k} Address Book... Ctrl+Shift+8 .
tﬁ les and Alerts. ..

MallEog Cleanup...

@ Empty Deleted Items” Folder

Forms b reet)
Macro 3
i E-mail Accounts...

Customize...

Options...

E-mail Scan Properties. ..

Scan for Threats...

ders

2. Inthe “Rules and Alerts” box select “Options”.
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Rules and Alerts )

E-mail Rules |Manage Alerts |

21|

Lﬁﬂewmﬂe... Change Rule * =4 Copy... ¢ Delete | =
|Rule (applied in the order shown) | Actions -
Rule B

 Run Rules Now...

Rule description {dick an underlined value to edit):

Apply this rule after the message arrives
from anyone),

and on this machine only
mave it to the Inbox folder

Cancel Feveje] g

3. Select “Export Rules...”.

ﬂ

Import and export
Import or export your rules to and from previous versions
of Qutlook
Export Ruleg, .. Import Rules. .. |
Rules upgrade

‘e recommend that you uparade your rules For bether
petforiance, unless you also use & previous version of

Cutlaok:
Upgrade Mo |

oK | Cancel |

4. The next screen will ask where you would like to save your exported rules to. | recommend the Desktop

again.
Savein: I@ Desktop j @-3 | Q X Cu 5~ Tods~
3 = My Documents
4 j My Computer
My Recent jMy MNetwork Places
Documents =Eudora
= Mew Folder
@ Outlock 2000
Desktop Shared Documents

My Documents

My Computer

. File name: Iumjﬂed.rwz j l&
My Network
Places Save as type: IRuIEs Wizard rules (%.rwz) = fac 4

5. Once the above steps are completed just click the “OK” button and you are done exporting.




