
Microsoft Outlook Backup and restore instructions 

1) Click File from the Menu bar 

 

 

2) Click Open & Export 

 
 

  



3) Click the Import/Export option 

 

4) Choose Export to a file then click next. 

 

 



5) Choose Outlook Data File (.pst) then click next. 

 
 

 

6) Choose what folder you want to back up. By choosing the topmost item you will back up 

EVERYTHING in your mailbox (sent, deleted, subfolders, etc). After choosing what you 

would like to backup click Next. 

 

 



7) Choose where to save the back-up file. You will want to change the save location other 

than the default location. We suggest to save it to your desktop to into you documents 

folder. We also suggest adding the date to the file name. After choosing the location 

click Finish. 

 

 
 

  



8) You will see a small screen pop up showing the transfer of files. This can take anywhere 

from a few seconds to a few hours depending on how much is being backed-up. You will 

not be able to use Outlook while the back-up is running so if you have a large back-up 

you may want to start it at time when you will be away from your computer for a while.  

 

9) Remove your old account from Outlook by clicking File, then Account Settings, and 

Account Settings again.  

 

10) You will be on the E-mail tab. Highlight your old email account then click remove. 

 

11) Add new IMAP mailbox with instructions from help.emailsrvr.com. 

 

12) Click the Data Files tab. You will have 2 data files. Highlight the one that is NOT default 

and set it to default. 

 

13) Highlight your old account ( the one that is not default) and click remove.  
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14) To restore the backup go back to File, then click Open & Export, then Import/Export. 

 
 



15) Choose Import from another program or file then click next. 

 
 

16) Click Browse and locate where you saved the back-up. Double click the back-up file then 

click next.  

 
 

17) Again you will see a smaller window showing the file transfer. This can take anywhere 

from a few seconds to a few hours depending on how much is being backed-up. You will 

not be able to use Outlook while the back-up is running so if you have a large back-up 

you may want to start it at time when you will be away from your computer for a while. 


