Backing up Outlook folders
It's always a good idea to back up your Outlook folders to prevent data loss. Outlook folders, such as Calendar, Contacts, Journal, Tasks, and e-mail message folders are components of the Personal Folders file. This procedure will back up an individual Outlook folder in a different Personal Folders (.pst) file. Follow these steps to individually back up your Calendar, Contacts, Tasks, Journal, or mail folders: 

1) On the Outlook File menu, click Import And Export to open the Import And Export Wizard. 

2) In the "Choose an action to perform" list, click to select "Export to a personal folder file (.pst)," and then click Next. 

3) In the "Select the folder to export from" list, click to select the Outlook item folder you want to back up. For example, select your Contacts folder to back up your Contacts in a different .pst file. 

4) Click Next. 

5) In the "Save exported file as" box, type the path and file name of a destination .pst file or click Browse and select a destination .pst file. 

6) Under Options, click the button corresponding with how you want duplicate item

