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Import (212z0uTmi)

1. td9n File > Open & Export > Import/Export.

Open

Open & Export

Open Calendar

E Open a calendar file in Outlook [ics, ves).

Open Qutlook Data File

E Open an Outlook data file (.pst).

Import/Export
Import or export files and settings

Office Account 2

[-:'FI'. 1ons

2. J9n Export to a file, A3aniuin Next.

Choose an action to perform:

Export RSS Feeds to an OPML file

Import a VCARD file (vcf)

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

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

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

3. tJsn Outlook Data File (.pst), caz NnJu Next.
Export to a File

Create a file of type:

nC;;llma Separated Values |
| OutSook Data File L.psth

[ <Bac |[ mem> | [ cance




4. tJan mail folder Nirinudiginiugdacda «3o AnYu Next.

Select the folder to export from:

>

] = anne@contoso.com

] Inbox
Summer Campaign (2)
Q4 Planning
Facilities issues
Legal Issues
Wide World Importers
Personal

7 Drafts 111

7 Sent Items

I 7 Deleted tems (1)

V]Indude subfolders Filter... J

m

5. RondguAanthudiwiniginiugacda «donn Finish.

Save exported file as:
«@\Documents\Outiook Files\anne.pst amm...’m
V Options
@ Replace duplicates with items exported
) Allow duplicate items to be created
_) Do not export duplicate items

6. dymniuxeo file Nbuuseny .pst.
II. Sunsunau Import Syuvidisegisdaziv

1. d9n File > Open & Export > Import/Export.

Open

Open & Export
Open Calendar
E Cpen a calendar file in Outlook (ics, ves),

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

" Import/Export
Szl f— Import or export files and settings.

Options




2. t39an Import from another program or file, taz AnyJu Next.

T stpihteaiet-aa————

Choose an action to perform:

| Export RSS Feeds to an OPML file
| Export to a file

[ Import a VCARD fule (vct)
 Import an iCa

or vC

| - 200 - .
i Import RSS Feeds from an OPML fie
| Import RSS Feeds from the Common Feed List

Description
Import data from other files, such as Outlook
data files [.PST) and text files.

<Back  |_Next> | [ cancer |

3. dsnmidsucnuwe .pst Niriudionay import, c3ofindu Next.

.m o E .I! JI
Options
| ® Replace duplicates with ems imported |
OM" | o be or d
) o ot import duplicates

(et [ | m——

4. UWirinudenlgdsuiviaudioinay Import

Select the folder to import from:

=2 IE COutlook Data File

To import to your Office
65 mailbox choos= that

mailbox hers
Include subfalders

D import items into the current falder

() Import items into the same folder in:

|Jal(c:b@ onmicrosoft.com

| | Finish

5. findu Finish.
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1. 2winSucdowultge) URL mail.gov.la, diyaainijuaziin redirect m office.com o

el e (g. LAl ] " .
[edivolinacuul Wnngdu Sign in

Introducing Microsoft 365 Copilot—your copilot for work. Learn more >

o>

Office is now
Microsoft 365

The all-new Microsoft 365 lets you create, share ¥
and collaborate all in one place with your fay
apps 1

sign up for the free version of Microsoft 365 >

Gl o 1 . . s v 1 & L d L o 1
2. 9 nAingdu Sign in [ecdiusiaciageuul Widsy S w0 Andu Next

BE Microsoft
Sign in

Email, phone, or Skype

MNo account? Create one!

Can't access your account?

Back Next

Cz; Sign-in options

e o 1, L s v & L d el 1 ] L Al L . 0l
3. @9xiningdu Next cdoduswuioinl cdofusdine s, «cdoinngu Sing in

BE Microsoft
<« malaithong@mtc.gov.la
Enter password

Password

Forgot my password
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BE Microsoft
anouluck@mtc.gov.la

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.

Current password

New password

Confirm password

B Microsoft
anouluck@mtc.gov.la

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.




el &ﬂ.. 2 LA L o v 1 (g. LA 1,
5 §9NALCIDNN  wdoRvuzliwiageuul Wnngu Next

O= Update password?
B® Microsoft Userame

malaithong@mtc.govla

malaithong@mtc.gov.la

Password .

More information required

Update password No thanks
Your organization needs more information to keep
your account secure

6 dynNndu Next [zuicingcuul Whndu Skip setup

vord Manager on

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by texting a code to your phone.

What phone number would you like to use?

United States (+1) hd Enter phone number

o
(®) Text me a code

Message and data rates may apply. Choosing Mext means that you agree to the Terms of service and Privacy
and cookies statement.

I want to set up a different method Skip setup

7 F9RnAndu Skip setup azuiiacial WiAnJLU Yes

9



B Microsoft

malaithong@mtc.gov.la

Stay signed in?

Do this to reduce the number of times you are asked

to sign in.

[ ] Don't show this again

Yes

8 FyRmnLuNnYu Yes azuaoiiaciigi wdofin?scuy Oulook fiefnagdaugies

i Microsoft 365 O Search
Home
Create
crse
B
My Content:
eed
® LS al & &
s Document Presentation Workbook Form Quiz
Word PowerPoint Excel Forms Forms
Outtook
w Start with a template
- O Presentations [ College Tools ) Resumes and Cover Letters

> g PowerPoint

& & 2 (W

>

) g a

Notebook List Page
OneNote Lists Sway

[ Brochures More ~

9 97N Anywu Oulook fegnrgdugied avuoiaciigl edoTdifingu Next

Outlook

B® Microsoft

malaithong @mtc.gov.la

More information required

Your organization needs more information to keep

WOuUr account secure

Use a different account

Learn more



10 Hgaanfinyu Next azuiiaciasl WiAn Skip setup

Keep your account secure

Your organization requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by texting a code to your phone.

What phone number would you like to use?

United States (+1) ~ Enter phone number

(®) Text me a code

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and Privacy
and cookies statement.

L want to set up a different method Skip setup

11 §9Ranfin Skip setup [wUgliniigy fodwn N8zl

€ C & outlookoffice com/mal/ ® et O& ¢

Q Search

View  Help

[ uick steps

v Favorites

“ Welcome to Outlook! Let's get you setup
5 & Inbax ‘ Make this space your own with custom themes, layouts and preferences w Skip
5

B Senthte

L)

Inb =
2 bt nbox g Fiter

Add fave.

<

Folders
£ Inbox

7 Drafts

<p

B> senthe

v
a
a
L
e

All done fer the day

1 Dekted...

Enjey you emply inbiox,

€5 Junk Em.
T archive

[ Ngtes




