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By PST: Go to Account Settings &gt; Account Settings &gt; Data (Data Files) &gt; Open Folder (or Archive) Location and copy the .pst to the drive. You can export emails to a PST, OLM, or CSV file or back them up to Gmail or an external hard drive. This article explains how to export emails to various file formats more like backing them up in Gmail. The instructions in this article
apply in Outlook 2019, Outlook 2016, Outlook 2013, Outlook 2010, Outlook for Microsoft 365 and Outlook for Mac. After exporting Outlook emails, save the file to an external hard drive or backup it to another email application. The steps you take depend on which version of Outlook you want to export emails from, and what you want to do with the file when you're done. An Outlook
.pst file is a personal storage file that contains items such as your emails, address book, signatures, and more. You can back up a .pst file and transfer it to Outlook on another computer, another version of Outlook, or another operating system. Open Outlook, and then go to the File tab and select &gt; Info. In the Account Settings dialog box, go to the Data tab or the Data Files
tab, select the file name or account name, and then select Open Folder Location or Open File Location. In Windows File Explorer, copy the .pst to any location on your computer or any removable storage support, such as a flash drive. In Outlook for Mac, export messages from an e-mail account as a .olm file, which is also a storage file that contains items such as emails, contacts,
and calendar items. Go to the Tools tab and select Export. In the Export to Archive File (.olm) dialog box, select the Mail check box, and then select Continue. In the Save Archive File (.olm) dialog box, select Save, and then select Save. Outlook begins exporting the file. When the Full Export message appears, select Finish to exit. Go to the File menu and select Export. Select
Outlook for the Mac data file. Select the right arrow to continue. Choose the location where you want to save the file. Outlook will start exporting. When the Full Export message appears, select Finish or Done to exit. You can export Outlook emails to your Gmail account, providing a backup source, as well as the option to access old emails from any location. The trick is to add
your Gmail account to Outlook, and then copy and folders. Set up your Gmail account in Outlook. Open Outlook and select the folder containing the email messages you want to export to Gmail, such as inbox or saved emails. Press Ctrl+A to select all emails in the folder. Or, press and hold Ctrl while selecting each individual email you want to send to Gmail. Right-click anywhere
in the selected e-mail messages, point to Move, and then select Other Folder. In the Move Items dialog box, select your Gmail account, and then choose the folder you want to export your emails to. O O It's new to create a new folder in your Gmail account. Select OK to move the selected emails. Another way to export emails from Outlook is to send them to an Excel worksheet.
This creates a worksheet with columns such as Subject, Body, Email, and more. While you can export Outlook contacts to a CSV file in Outlook for Mac, this option is not available for email messages. Go to File and select Open and Export. In Outlook 2010, select File &gt; Open. Choose Import/Export. Choose Export to File, and then select Next. Choose Separate Values for
Microsoft Excel or Comma, and then select Next. Choose the email folder from which you want to export messages, and then select Next. Navigate to the folder where you want to save the exported emails. Enter a name for the exported file and select OK. When the process is complete, the new Excel file is available to open for you. Thanks for leting us know! Tell us why! Outlook
for Mac allows you to create and use multiple email signatures, and you can choose the default email signature you want to use for each account you set up in Outlook. The instructions in this article apply to Outlook for Mac. Setting up a signature is as easy as setting up many in Outlook for Mac, and you can set special defaults for certain email accounts. Select Outlook
Preferences. The Outlook Preferences window opens. Select Signatures. The Signatures dialog box opens. Select + below the list of signatures. A new signature line appears in the list of signature names. Enter a name for the new signature and type the desired text of your signature in Signature. Select the options you want to use in the Choose Default Signature section. For
example, to use this signature for all new messages you create, select the signature name from the New Messages list. Close the dialog box when you are done. To give your new signature a name: In the list of signatures, select the name of the signature you want to change. If the signature name cannot be re-editable, select it again. Be sure to select the signature name, not a
space next to it. Type a new name for the signature. Press Enter. To choose the signature to be inserted by default in new messages and replies you create in Outlook for Mac: Select Preferences d&gt; Outlook. Select Signatures. For each email account whose default signatures you want to change: select the desired account under Account in the Choose default signature
section. Choose the signature that insert in new emails in New Messages. Choose the signature you want to be used automatically in replies and when you forward to Replies/Forwards. Choose None for any default signatures, if you don't want a signature on the replies. You can still insert one manually when you type a message. Close the signature preferences window. To make
the new signature the default in new messages in Outlook for Mac 2011: Select Default Signatures. Select the new signature under Default Signature for all Accounts. Select OK. To use any signature you have configured in a message or change the signature used in Outlook for Mac: Select the Message tab in the message title bar. Click Signature and select the signature you
want to insert. Alternatively on the message toolbar, select Draft &gt; Signatures from the menu, and then choose the signature you want. Thanks for leting us know! Tell us why! If an email subject line does not provide enough description for you to identify what an email is about or if the subject field is empty, Microsoft Outlook allows you to edit the subject line and message text
for the emails you received. The instructions in this article apply in Outlook for Microsoft 365, Outlook 2019, Outlook 2016, Outlook 2013 and Outlook 2010. You can change the subject line of any message you receive in Outlook. Search emails with empty subject lines, and add a subject to make these emails easier to find. Start Outlook. Double-click the message you want to edit
to open the message in a separate window. You cannot edit the subject line of a message from the Reading Pane. Place the cursor on the subject line and press Ctrl-A on the keyboard to select the entire subject line. Type the subject line you want to use. Select Go to the top left corner of the message window. Close the message window. The new subject line appears in the
Reading Pane. The message displays the original conversation topic. The Action menu allows you to make changes to the body text of an e-mail message you received. Start Outlook. Double-click the message you want to edit to open the message in a separate window. You cannot edit the subject line of a message from the Reading Pane. Select Actions in the Move group.
Choose Edit Message. Make the desired changes to the message content. For example, you might want to add keywords or names that you might search for later. Select Go to the top left corner of the message window. Close the message window. Thanks for leting us know! Tell us why! For Sean O'Rourke Working with a computer program that seems to be working badly can be
frustrating. This notion may be especially true with Microsoft Outlook, which many people rely on daily for emails, contacts, and calendars. Outlook settings are often designed to help organize messages, such as rules or synchronize with a mobile device, duplicate e-mail messages, and provide other unwanted results. Before reinstalling Outlook, inspect the rules, mobile
synchronization options, and account settings to make sure that the we do not duplicate e-mail messages. Outlook can duplicate rule-based messages that the user has configured in incoming e-mail messages. For example, when applying multiple rules to a single incoming email, Outlook will duplicate the message so that it reaches all folders and input boxes where the rule is
applied. If you are using multiple email accounts across Outlook, make sure each account is individually unique and separate from each other the other If a user has set up multiple aliases for a single inbox account, they may receive multiple duplicate emails in the same inbox. If you reinstalled Outlook on your computer, your e-mail messages, contacts, and other files may double
as the program repeats information that is already stored in your inbox or mobile device. Duplicate emails can appear in Outlook because user settings, Leave Messages on Server can be compromised. The Leave messages on the server forces your inbox to download messages from the POP 3 server that houses a user's Outlook information. Settings can be disabled within the
tools section shown in Accounts. Accounts.
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