Instructions for downloading and installing Outlook Personal Folders Backup
Add-In for MS Outlook:

e Close any MS Outlook Windows

e Click Start>Run

e Type \ihsrps2k-b

e Double Click "Installers"

e Double Click "OutlookBackUpPlugIn"

e After a 30 seconds or so a window will pop up that says:

"Welcome to the Microsoft Outlook Personal Folders Backup Installation
Wizard"

3! Microsoft Outlook Personal Folders Backup Setup E] [

Welcome to the Microsoft
QOutlook Personal Folders
Backup Installation Wizard

It iz gtrongly recommended that pou exit all
WWindows programs before running this Setup
Program.

Click Cancel bo guit Setup and cloze any
programs you have running. Click Mest to
continue with the Setup progran .

WARMIMG: Thiz program iz protected by copyright
law and international reaties.

IInauthorized reproduction or distribution of this
program, or any portion of it, may result in severe
civil and criminal penalties. and will be progecuted
to the masinmunm extent pozsible under law,

Mewt » ] [ Cancel

e Click "Next"
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¢ Read the license agreement then click "l accept the License

Agreement"
13 Microsoft Outlook Personal Folders Backup Setup E] [
License Agreement

“'ou must agree with the license dizplaved below to procee

SUPPLEMEMTAL EMD USER. LICEMSE AGREEMENT FOR. MICROSOFT SOFTWARE COMPOMENT |
IMPORTANT: READ CAREFULLY - This Supplemental End User License Agreement
("Supplemental EULA™) gowverns your rights to the software components that accompany this
Supplemental EULA, induding any online or electronic documentation (collectively referred to as
“Supplemental Components®). The Supplemental Components are provided to update existing
|software andfor documentation. BY INSTALLING, COPYING, OR. OTHERWISE USING THE
SUPPLEMEMTAL COMPOMENTS, YOU AGREE TO BE BOUMD BY THE TERMS OF THE END USER
LICEMSE AGREEMENT THAT ACCOMPAMIED THE SOFTWARE THAT THE SUPPLEMENTAL
COMPOMENTS UPDATE ("Software”) (THE "Software EULA™) AMD THIS SUPPLEMEMTAL ELLA.
IF YOU DO NOT AGREE TO THESE TERMS AND COMDITIONS, DO MOT INSTALL, COPY OR. USE
THE SUPPLEMEMTAL COMPOMENTS,

MOTE: IF YO DO NOT HAVE A VALID LICENSE FOR THE SOFTWARE, YOU ARE NOT
ALTHORIZED TO IMSTALL, COPY OR OTHERWISE USE THE SUPPLEMENTAL COMPOMENTS.

[l

#) accept the License Sgreement

)| do not accept the License Sgreement

[ Rezet ] [ ¢ Back " Heut = ] [ Cancel

e Click "Next"

¢ Now you'll see "Are you ready to install?

-|
3! Microsoft Outlook Personal Folders Backup Setup E] Cl
Start Installation
Are you ready to install’?
Presz the Mexst button to beagin or the Back button to reenter the installation
infarmation,
¢ Back " Meut = ] [ Cancel
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e Click "Next"
e A green progress bar will fill as the software is installed and you'll see
this screen:

13! Microsoft Outlook Personal Folders Backup Setup E] [

Microsoft Outlook Personal
Folders Backup has been
successfully installed

Prezs the Finizsh button to exit thiz installation.

< Back Cancel

Click "Finish"

Open MS Outlook
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Click "File" > "Backup..."

Type a question for help -

fl Typeacontacttofind = @ ﬁ !

+ SearchIn~ Junk E-mail Find Now Clear Options * X ‘
Close All Items
I Save As...
N |Received  © | size [# |
Save Attachments 3
Folder > 3
D ; kid
Data File Management. .. .5
H ... Fri 7/28/2006 2:21 PM 3kB w
potand ooty Fri 7/28/2006 1:28 PM B KB w
Archive... A ki T 6 KB ¥
Backup... Fri 7/28/2006 1207 /1 6 KB w
Page Setup 5 Fri 7/28/2006 1’4’6»1 S5KB g
) ] Fri 7/28/2006 © 220 7KB =
SELsey ] Fri 7/28/2006 9:40 AM 13 KB W
Bl Crl+ “Fri 7/28/2006 9:02 AM 12K8 ¥
Work Offiine ] # Fri 7/28/2006 8:06 AM 20 KB w
— ] w . Fri 7/28/2006 6:07 AM 15 KB W
— o e ol Fri 7/28/2006 4:02 AM 12 KB v
.. Sr——— i srun

Extra line breaks in this message were removed.
This message was converted to plain text.

Then you'll see a pop up similar to this:

'Outlook Personal Folders Backup 4|

Save backup copies of these personal folders files:

- Personal Folders
- Archive Folders

Last backup:  7/27/2006 3:13:56 PM Options... |

Click "Options..."
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You'll see this pop-up

Backup Options E
F.eminder
v Remind me to backup every | 3 _IZ:I days
Backup files

Backup these personal folders files:

Personal Folders
archive Folders

File location
Backup the file selected above to this location:
| Z:\maiBackup\Outlook backup.pst

Browse...

oK | Cancel ‘

Click "Browse.." and browse to your "Z:" drive on the server. This may not
be "Z:" it will be whatever your personal folder is on the "ihsrps2k-a" or
"whitney2" servers.

Click "OK"

Now you'll see a pop-up similar to this:

rBackup

\ir) Cutlook needs to exit before it can backup

your Personal Folders file(s). Outlook wil
automatically backup your file(s) the next time
you exit the program.

[ Please do not show me this dialog again

(04 | Cancel

Click "OK"

Next time you close Outlook the back-up program will automatically save a
copy of all your email, contacts and calendar info to the location you
specified above. This process may take as long as thirty minutes
depending on how much email you have. Please be sure to allow it to
completely copy your files before you shut down.

Once finished your email will now be regularily backed up on the server
and to back-up tape. Congratulations!
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