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HOW TO SETUP

OUTLOOK

Here is a complete guide

to setup your
Outlook account

ist.lums.edu.pk




Open Outlook:
Launch the Outlook application on your computer.

Add Account:

B Outlook

D@Ilums.edu.pk

Enter password

(et atdhens

Password

R
Forgot my password

Sign in with another account

Mo accouwrt’  Coae an Outicos o sma addoun 1a 3ot daniad
Sign in

Enter Email Address: Enter your Microsoft 365 email address.

Enter Password: Enter the password to set up your account.

Once your email account is configured. Click on File Tab and
go to Account settings and double Click on your Email

Account to set Download emails for past to all and restart the

Outlook App.
z : : ‘ (R Info Slmsedupk
= File Home Send/Receive View He ums.edu.p
Sov— Microsoft Exchange
2 Open & Export
2 Newemail ~ [i] ~ B B3~ + Add Account
Save As Account Settings
% Change settings for this accou
Account connections.

Settings ¥ ®  Access this account on the

- lealealfiaa)lr.

Print Account Settings...

Add and remove accounts or change
existing connection settings.

Account Name and Sync Settings

@} Update basic account settings such as
account name and folder sync settings.
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Account Settings

Exchange Account Settings
Email Accounts lums.edu.pk
You can add or remove an account. You can select an account and change its settings.

Offline Settings

- - T : 1 Use Cached Exchange Mode to download email to an Outlook data file
Email  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars |

Download email for the past:

d New.. R repair.. S Change.. @ Set 3s Default X Remove * & A
Name Type
@ omer.iftikhar@lums.edu.pk Microsoft B

More Setings

Email Backup using Outlook PST Export Feature
Open Outlook and Go to File > Open & Export > Import/Export

@&  Inbox - omeriftikhar@lums.edupk - Outlook

() Info Open Calendar
% Open a calendar file in Outlook (.ics, .ves).
B> Open & Export Open
Calendar
Save As Open Outlook Data File
% Open an Outlook data file (pst).
Open Outlook
Data File
Print
s Import/Export ‘
—> Import or export files and settings.
Import/Export

Choose "Export to a file" and click Next and then select
Outlook Data File (PST) and Click Next.

Import and Export Wizard Export to a File
Choose an action to perform: Create a file of type:
ﬁn RSS Feeds to an OPML file ‘Comma ﬁame& Values ]
Import a VCARD file (vef)
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

> 3 av
Export Outlook information to a file for use in
other programs.
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Choose the folders to export and click Next

Select your email to export complete emails, folders and
sub-folders and click Next to Browse the location to save PST
file and click Finish. Click Ok to Create Outlook Data File.

Export Outlook Data File X ; Export Outlook Data File X
Select the folder to export from: Save exported file as:
v a @lums.edu.pk ar\Documents\Outlook Files\backup.pst|  Browse...
@ Deleted Items | )
] sent ttems i V/ Options
> @ Calendar | Y1 © Replace duplicates with items exported
> A= Contacts (O allow duplicate items to be created
> C tion Hist . "
L] Conversation istory | (O Do not export duplicate items
> & inbox
E)f Journal |
Junk Email |
B Nrafte
|
Include subfolders Filter... |
< Back Next > Cancel
| < Back Finish Cancel
L
ﬁ Open Outlook Data Files
¢ > ~ 1 E > Documents v C Search Documents
Organize v New folder -
e Create Outlook Data File X
4 Downloads # Name v Date modified
] Documents # . Outlook Files 3/18/2025 1:42 PM Add optional password
B # Password:
@ Music » .
Verify Password:

i3 Videos »

C] Save this password in your password list

ZIELEN M omer.iftikhar@lums.edu.pkl

OK Cancel

Save actvpe:  Outlnnk data filec
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Add Outlook PST File to any other Outlook Account

You can add the created Outlook PST File to your other email
account (Gmail, Hotmail etc.) configured in Microsoft Outlook
App. After adding the Outlook PST File, you can access your
emails.

To add Outlook PST File, Click on File Tab and go to Account
Settings.

| =) File Home Send/Receive View He ’ ) Info @lums.edu.pk
B “ Microsoft Exchange
. Open & Export —_——
C7 New Email lm] B B | 4 Add Account |
SRS Account Settings
@} Change settings for this accoun
Account connections.
Settings v ®  Access this account on the
Print Account Settings...

Add and remove accounts or change
existing connection settings.

Account Name and Sync Settings

Update basic account settings such as
account name and folder sync settings.

Navigate to Data Files and Click on Add, Browse the location
and select the Outlook PST and Click Ok to add. Click on
Outlook Data File to view your emails.

Account Settings a Open Outlook Data Files
Data Files < > 2~ @ > Documents v G Search Documents

Outiook Data Files
Organize v New folder

J Downloads # Name v Date moddied

Email  DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars © Cocuments # 2 Outlook Files 3/18/2025 1:42 PM
LAdd.. 3 Settings.. @ Set as Defaut X Remove & Open File Location... W Pictures  #
[ Name Location O Music *
© omer.ftikhar@lums.edu.pk CAUsers\omer #ftikhar\ AppOata\Local\Microsoft\O1 Ovides »#

Lo ftikha S lums. edu.oid

Save ac tyne:  Ostlaok data filec

vOutlook Data File
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