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User Manual of Office 365 Backup

Get User Manual of Office 365 Backup Tool to Know How to
Backup Office 365 Mailbox Files

Before following the whole procedure of Office 365 backup, firstly download
Office 365 Backup Tool and Launch accurately on your computer desktop.

Step 1: After downloading and installing the Office 365 Backup, and enter
Office 365 Username & Password and click on Sign In. The screenshot will be
shown as —

Office365

BACKUP & RESTORE

Office 365 Backup & Restore

Please put Login Details below to Login to your Office365 Account...

| W Las@outlook.com

[0 Application Impersonation *

—
C U B — XS 0 F T * Impersonation option for admin to transfer multiple user accounts at a time.

For Admin Users only, to export entire user mailbox of Organization's Office 365 acconut...
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Step 2: Select the option Office 365 Backup to take backup of mailbox items on
your machine.

Office365

BACKUP & RESTORE

Office 365 Backup & Restore

®@ Office365 Backup

This option allows you to take backup of Office 365 mailbox. You can take Backup in PST, EML and MBOX format .

O Office365 Restore

This option reads the data from PST file and allows youto importthe PST to Office 365 account.
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Step 3: The list of your Exchange online mailbox database will appear. Select
the Mailbox items which you want to backup into your local system. Now
‘Browse’ the path where you want to save the backup data and click Next —
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Office365

BACKUP & RESTORE

USER ID - s Ssn @outlook.com

Select Folders to Export:

B--& Jaes s @outlook.com
Archive
B Calendar
Birthdays
United Kingdom holidays
=-M3 Contacts
M3 {06967759-274D-40B2-A3EB-DTFOE73727D7}
VI {A9E2BC46-B3A0-4243-B315-60D991004455}

Companies

I N ol Y B ey

Select Destination Path :

|C:\Users\admin\Desk‘tDp\Ofﬁce365
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Step 4: In the next window, the list of Output formats will appear. Select the
desired option and click on Next —
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Office 365 Backup Options

Select output Format :

OgpPsT [JMWPDF [z EML [k MBOX [ msG  []f EMLX

Select Items to Export :
(] Mails [/ Calenders [19] Contacts

Naming Conventions : | Subject v

L1 Apply Date Filters [ From - Thursday . Apil  5.2018 B To- | Thumsdsy . Apil 5 2018
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For PST —
The tool provides multiple options to save Exchange online mailboxes to PST -

Select Items to Import : Choose the items (Mail, contacts, calendars) which
you want to save into PST.

Other Option : Split option PST files. Check this option if you want to split your
output files after reaching a particular size in MB of GB by entering the size
limit in “Split File After” option.

Apply Date Filter : Use this option to Backup Office 365 data between specified
dates.

Note: For saving Office 365 account to PST, Outlook (2016, 2013, 2010, 2007
and 2003) needs to be installed on your system.

Office365

BACKUP & RESTORE
Office 365 Backup Options

Select output Format :

V@ PsT| [M®PDF [z EML [(]E=s MBOX [ msG  []f EMLX
Select Items to Export :
) Mails |E|Calenders $j Contacts

Other Option :

[[] split Option for PST file(s)
split file after |100 :

L] Apply Date Filters [ From - Fiday . Februay 23,2018 o - y . February 23,2018
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For PDF Option -
If you select PDF option the following options will appear —

Saving PDF — — This option allows you to save separate PDF files for each TGZ
email or save single PDF file for all TGZ emails.

Naming Conventions - Use this option to save PDF files according to different
file naming options, as per your requirement

Attachments — With this option, you can save attachments either embedded
in PDF file or in a separate folder.

Apply Date Filter : Use this option to Backup Office 365 data between specified
dates.

Office365

BACKUP & RESTORE
Office 365 Backup Options

Select output Format :

@ PST | #I@PDF (& EML [k MBOX LA MSG  []f= EMLX

Select Items to Export :
[] 4 Mails [ Calenders &3 Contacts

Other Option :
(®) Save Separated PDF Files for each emails () Save All Emails in Single PDF

Naming Conventions : | Subject v

® Embed Attachments in PDF () Save Attachments in Separated Folder

L1 Apply Date Filters [ From - Thumsday . April 52018 P To- | Thusday . Apn
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For MSG, EML and EMLX Saving Option

After you select MSG, EML or EMLX format for Office 365 backup, the tool will
provide different naming conventions to save the resultant file accordingly:

File Naming Options — Multiple file naming options are available in this option,
so you can choose any one option, accordingly.

Apply Date Filter : Use this option to Backup Office 365 data between specified
dates.

Office365

BACKUP & RESTORE
Office 365 Backup Options

Select output Format :

OgpPsT [JMWPDF ¥ =1 EML [k MBOX |DLMSG||D@EMLX|

Select Items to Export :
[W] ) Mails [ Calenders &) Contacts

Naming Conventions : |Subject

L1 Apply Date Filters [ From - Thursday . Apdl 5,208
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For MBOX -

After you choose MBOX as the output format for saving Exchange online
mailbox on local system, the following option will appear :

Apply Date Filter : Use this option to Backup Office 365 data between specified
dates.

Office365

BACKUP & RESTORE
Office 365 Backup Options

Select output Format :

OgpPsT [JMWPDF [z EML [V] 4= MBOX [ MsG

Select Items to Export :
[W] ) Mails [ calenders &) Contacts

Naming Conventions :

L1 Apply Date Filters  [Z From - Fiday . February 23,2018 FH To- | Fiday . February 23,2018
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Step 5 : After choosing the required option, click Next to start Office 365
backup process —

The software will start Office 365 backup process and will display the progress
status of both current folder as well as overall status.
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BACKUP & RESTORE
Office 365 Backup Status

User ID : s s @outlook.com
Folder Name : Inbox

Folder Count : 45

Item Count : [1]

Source Path : s L @outlook.comy/inbox
Destination Path : C\Users\admin\Desktop\Office365\CubexSoft 23-02-18 13-14-20-PM\PDF\Inbox

Selected Option : PST

Backup Status :

Overall Status :
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Step 6 : Once the process finished, an alert Window will open showing
message of Backup process is completed. Then, click on OK button.

2 Office 365 Backup & Restare = =

Office365

File  Help

BACKUP & RESTORE

Office 365 Backup Status

User ID: s s @outlook.com

Folder Name : Inbox

Folder Count: 45

Item Count :

Source Path : - o Backup process is compeleted

Destination Path : i . -02-18 13-14-20-PM\PDF\Inbox

Selected Option :

Backup Status :

Overall Status :
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