How to Create Backup E-Mail

1. If receiving email warning as picture below. This is a warning that your inbox is almost full.

You create new data files to move email from Mail Server to your computer.
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Microsoft Qutlook

Your mailbox is almost full.

To Pattarapoom Laovirunthada

ﬂThis message was sent with High importance,

Your mailbox is almost full.

461 MB 512 MB

Please reduce your mailbox size. Delete any items you don't need from your mailbox and empty your Deleted Items folder.
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3. Choose “ Account Settings “ Laan Account Settings SN TNAIUANS
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4. Choose Tab menu “ Data Files “ laanuvwiuy Data Files

Account Settings x
Data Files
Outlook Data Files
E-mail DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books
g Add.. (57 Settings.. @@ SetasDefault X Remove (25 Open File Location..,
Mame Location
GlwistaBackup ChUsers\Usen\Documents\Outlook Files\GlwistaBackup.pst
aPattarapnnm.Lanviru... ChUsers\UsenAppDataiLocalhMicrosoft\Outlook\pattarapoom.laovirunthada..,
Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me Mare.
display the folder that contains the data file, To move or copy these files, you must first shut
down Cutlook,
Close
« w A
5. Choose “ Add “ 1aan Add
Account Settings *
Data Files
COutlook Data Files
E-mail R55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books
24 Adk. ﬁf' Settings... 0 Set as Default )( Remove @ Open File Location...
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GlwistaBackup ChlUsers\User\Documents\Outlook Files\GlwistaBackup.pst
QPattarapoom.Laoviru... ChUsers\User\AppData\Local\Microsoft\Outlook'\pattarapoom.laovirunthada...
Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More.
display the folder that contains the data file, To move or copy these files, you must first shut =
down Cutlook,
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6. Enter our file name, for example " Mailbackup " Choose “ OK “
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[ Create or Open Outlook Data File

Organize +  New folder

A i .
[J7 Microsoft Outlook Name Date modified Type Size

Back Up 1
GlwistaBackup.pst

1112, Filefolder
1M2.. Qutlook Data File 626,961 KB

I This PC
J 2D Objects
[ Desktop
[£] Documents
- Downloads
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=] Pictures
B videos
%, Local Disk (C)

= Local Disk (D) o

DVD RW Drive (E
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™ » ThisPC » Local Disk (C:) » Users » User » Documents » Outlook Files » v O Search Outlook Files

File name: [ Mailbackug] o

Save as type: | Outlook Data File (*.pst)

[] Add Optional o

Password
~ Hide Folders [ Tools v | MoK |

7. When finished, will be shown in the picture below.
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8. Click Right “ Mailbackup “ Choose New Folder
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9. Enter the name For example Back Up inbox 13/08/19

laTawiu Back up inbox 13/08/19
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10.If you want to move the mailbox to a folder data files.

Follow the steps below. dsfiesnisiinanaesanvunglids Data files IHnnudunauuans

10.1 Choose “ Inbox “ 1aan Inbox

10.2 Choose the email that we want to move and Click right

** If we want to move all of the inbox, press Ctrl+A and follow the next steps **
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** 917191 He9N1 98N eNABIAAUNIETIAUNANA Ctrl + A Ldananduneusell =

10.3 Choose Move > Back up inbox 13/08/19
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Re: Reset password & Unlock Account Quick Steps 11:26 AM
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3 Rules
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Re: Reset password & Unlock Account Ts
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11.Choose “ back up inbox 13/08/19 “ Our email will be moved to a new area that we created.
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