How to backup a SalesOutlook Database to a pst

To make a backup of your SalesOutlook system in Outlook 2002-2003, complete the following steps:

1. Go to an administrator’s workstation and open Outlook.

2. From the toolbar, select File / New / Outlook Data File.  If using Office 2003, be sure you select the option to create the new data file using the 2000/2002 format.  The Office 2003 format is not recommended.
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NOTE: Outlook 2007 use File | Data file management.

Note: Outlook 2010 Use File | Accounts | Account settings | Data files and click New
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Select a data fle in the st then cick Settngs for more detais o cick Open File Location to display
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Outock.





3. The “New Outlook Data File” window displays.  Click OK. 
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Note: Outlook 2010 Use File | Accounts | Account settings | Data files and click New

4. Give the new pst a name of OldSalesOutlook.pst and click OK.
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5. In the Create Microsoft Personal Folders dialog, change the Name to OldSalesOutlook and click OK.
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6.  Click the View menu and select Folder List in Outlook.
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7. Right mouse click on the SalesOutlook folder from Public Folders/All Public Folders and select Copy “SalesOutlook”… from the pop up menu.
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8. Select the OldSalesOutlook folder and click OK.
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9. Once the copy process is complete you have successfully created a backup copy of your existing SalesOutlook database.
Note: Reverse the procedure to copy the database to another Exchange server.
NOTE: DO NOT USE THE OUTLOOK IMPORT/EXPORT ROUTINE AS THIS WILL NOT COPY FORMS, VIEWS OR CUTOM FIELDS.
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