Microsoft 365: Export
Emails
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This article reviews how to export emails from your College Microsoft 365 account and import them
for access after leaving the College.

Before you start, you may need access to the following:

e alaptop or desktop computer with internet access
e optionally, a personal Outlook account®

Prerequisite: install the Outlook desktop
application

Emails can only be exported and imported with the Outlook desktop app; Webmail, the online version of
Outlook, doesn't have these features.

On a College computer

o Software Center: Install Programs

On a personal computer

e Microsoft Office: Personal Devices

Export and import email

Outlook export files (PST or OLM files) can only be imported into Outlook accounts. If you're leaving the
College, you'll need to set up an Outlook accountp (free as of time of writing) or Microsoft 365 account
(paid subscription) to import your emails into.

Attention: Not seeing the option to export or import? You may be using "new Outlook," which
doesn't support this function. You can switch to the fully featured version of Outlook with one of
the following methods:

e Windows: Click the New Outlook toggle switch in the top right corner.
e Mac: In the menu bar, go to Outlook > New Outlook.


https://outlook.live.com/owa/
http://lits.knowledgeowl.com/help/software-center-installing-programs
http://lits.knowledgeowl.com/help/microsoft-office-personal-devices
https://outlook.live.com/owa/

Windows =

e Export or back up email, contacts, and calendarg
e Import email, contacts, and calendarg

macOS &

e Back up email and other itemsg
e Import email, contacts, and other itemsg

Questions?

If you have any additional questions or problems, don't hesitate to reach out to theHelp Desk!

Phone: 610-526-7440 | Library and Help Desk hoursg
Email: help@brynmawr.edu | Service catalogm
Location: Canaday Library 1st floor


https://support.microsoft.com/en-us/office/export-or-backup-email-contacts-and-calendar-to-an-outlook-pst-file-14252b52-3075-4e9b-be4e-ff9ef1068f91
https://support.microsoft.com/en-us/topic/import-email-contacts-and-calendar-from-an-outlook-pst-file-431a8e9a-f99f-4d5f-ae48-ded54b3440ac
https://support.microsoft.com/en-us/topic/281a62bf-cc42-46b1-9ad5-6bda80ca3106
https://support.microsoft.com/en-us/office/import-email-messages-contacts-and-other-items-into-outlook-for-mac-6cc48404-a65c-4b8c-a12a-95a905249414
https://www.brynmawr.edu/inside/offices-services/library-information-technology-services/hours
https://td.brynmawr.edu/TDClient/Requests/ServiceDet?ID=201

