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Import and export Outlook User Guide 

ก	����	����	�9:��ก�� Outlook 

1.������	
� Start � Email : Outlook Express 

 

���� ก"#$�% &'����()*+,��+$-ก� . Outlook Express 

 



 

ก	�;�<���	���#�����	����#��;����

����  

1.	/�ก�0����1�0#ก0� Outlook �$�� ,�23 Identities #$�%	/�ก�0�$� ก Add New Identity; 

 

 

 

 

 

 

 

 



 

2.=(*>�� � . User 	
�@� .ก�0	/�ก�0��A"ก�0=>�.�, 0'BB 
��$$C B, Outlook 

 

3. &�ก,-E,=+�@ B Yes ���� �
ก�0G��ก�0 Switch ก�0=>�.�,��	
�>�� 	
���A"��,-E, 

 



 

4.KL�KC>�� � .M)�@� .ก�0=>�.�,0'BB 
��$$CB, Outlook ,-E,  
กN0-E. 

 

5.=(* Email 	
�=>�=,ก�0�>�� �@* M*�,0'BB 
��$$C B, Outlook #$�%�$� ก Next 

 



 

6.=(*N*�=, Incoming mail Server Names =+���S, IMAP 

#$'=(* xxx.mail.go.th 	-E.=,>* .� . Incoming and Outgoing ail Server #$�%ก" Next 

 

7.>* .@* ��,
E&'�WE,>��  Account name @��	
��"� set �%����.@�, =+�	/�ก�0=(*0+-(M*�,M)�=>�.�, � . Email #$�%

�$� ก Next 



 

8.ก0'B%,ก�0@L"@-E.�(0Y&(�B)0ZC ก" Finish 

 

9.�$� ก	
� Do not Import at this time #$�%ก" Next 



 

 

 

10.���� �(0Y&#$�% ก" Finish 

 

11.+$-.&�ก,-E,	/�ก�0 Set N*� �K�� =+�(���0G=>�.�,M*�,0'BB_�`=, "-.,
E 



1"`������	
� Tools #$'�$� ก	
� Accounts; 

 

 

12. ��	
� Mail �$� ก xxx.mail.go.th #$�%�$� ก Properties 

 

13. �$� กTab Servers #$�%@Lcก�N0�� .+��` �#$�%�$� ก ok ��S, -,�(0Y&(LE, (���0G=>�.�,�"� 



 

��<�;��ก	� Export File 

1. 	/�ก�0��A"1�0#ก0� Outlook 	
�=>� �WE,��@���ก@L 

2. �$� ก	
�0�`ก�0 File #$�% �$� ก	
� Import And Export  



 

 

 

 

 

3. ���� �
 pop up �WE,�� =+��$� ก	
� Import and Export #$�%�$� ก Next 



 

4. �$� ก	
� Personal Folder File (.pst) #$�%�$� ก Next 

 

 

 

5. 	/�ก�0�$� ก Folder @�,	�.	
�@� .ก�0&/�ก�0(/�0 .�� �)$ #$�%N$Lก Next 



 

8. �$� ก �$�`	�.	
�@� .ก�0&-"�กYB�� �)$	
�&'	/�ก�0(/�0 . 

 

 

 

7. ���� 	/�N0B	fก�-E,@ ,#$�% �g$C�� �)$ &'G)ก���กYB�%�	
� Folder 	
��0��"��$� ก�%����.@�, 



 

 

 

 

 

 

 

 

 

 

 

 



��<�;��ก	� Import File 

1. 	/�ก�0��A"1�0#ก0� Outlook 	
�=>� �WE,��@���ก@L 

2. �$� ก	
�0�`ก�0 File #$�% �$� ก	
� Import And Export  

 

 

 

 

 



3. ���� �
 Pop up �WE,�� =+��$� ก	
� Import from another program or file #$�%�$� ก Next 

 

4. �$� ก	
� Personal Folder File(.pst) #$�%�$� ก Next 

 

 



5. �$� ก�$�`	�.	
��0�@� .ก�0&',/�N*��� �)$=(*������ #$�%�$� ก Next  

 

6. �$� ก Folder 	
�@� .ก�0	
�&,/������g$C #$�%�$� ก Finish 

 

 

 



7. �� �)$	
��"�&'G)ก���กYB�%�=,(*%,	
��"��$� ก�%����.@�, 

 


