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1.1

Introduction

Quickstart Guide for 'SynchPST for Outlook’

'SynchPST for Outlook' is a tool to synchronize either different Outlook data files (pst files) or an Outlook
data file with an Exchange mailbox.

'SynchPST for Outlook' is very easy to use. Please go through the following steps to prepare your
synchronization:

Assuming you have two computers

B

Computer A Computer B
(Source) (Target)

Follow these steps if your computers are connected over a network. (If you are able to access the
internet from both of your computers over a router then you have a working network.)

1. Install 'SynchPST for Outlook' on Computer A.

2. Search the Outlook data file on Computer B.

3. Share the folder of your Outlook data file on Computer B.

4. Start 'SynchPST for Outlook' on Computer A and select Source and Target pst file (Outlook data file).
5. Select the folders you want to synchronize and start the synchronization.

Installing SynchPST on Computer A

You install SynchPST with the help of an installation file.
You can download this installation file from http://www.synchpst.com/download.aspx.

Execute the installation file after you've downloaded it.
The installation process is self explaining:

First you see the Welcome screen:
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Setup - SynchPst for Outlook = || = /[z7]

Welcome to the SynchPst for
Outlook Setup Wizard
This will install SynchPst for Outlook 3.5.5 on your computer.

It is recommended that you close all other applications before
caontinuing.

Click Mext to continue, or Cancel to exit Setup.

Click on 'Next'.

Setup - SynchPst for Outlook
License Agreement

Please read the following importart information before cortinuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

IMPORTANT--READ THESE TERMS CAREFULLY BEFORE
DOWNLOADING THIS SOFTWARE. BY DOWNLOADING COR
USING THIS SOFTWARE, YOU ACKNOWLEDGE THAT YOU HAVE
READ THIS LICENSE AGREEMENT, THAT ¥YOU UNDERSTAND IT,
AMND THAT YOU AGREE TO BE BOUND BY ITS TERMS. IF YOU DO
NOT AGREE TO THE TERMS AND COMNDITIONS OF THIS LICENSE
AGREEMENT, PROMPTLY EXIT THIS PAGE WITHOUT
DOWNLOADING THE SOFTWARE. THE SOFTWARE PROVIDED

HEREUNDER WILL EXPIRE AND WILL NOT OPERATE AFTER
twentv-nne (211 MAYS FROM TNSTAL T ATTON THE PIIRCHASE

i@ | accept the agreement

(71 1 do net accept the agreement

cBack || MNet> | | Canesl

Click on 'l accept the agreement' and then click on 'Next'.
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" Setup - SynchPst for Outlook (o] @ [

Select Destination Location
Where should SynchPst for Qutlook be installed?

J Setup will install SynchPst for Outlook: into the following folder.

To continue, click Mext. f you would like to select a different folder, click Browse.

*Program Files"Wisco \SynchPst| Browse. ..

At least 6.5 ME of free disk space is required.

cBack || Net> | | Cancal |

If you want this destination location then click on "Next'.

" Setup - SynchPst for Outlook (o] @ [

Select Start Menu Folder
Where should Setup place the program’s shortcuts?

J Setup will create the program’s shortcuts in the following Start Menu folder,

To continue, click Mext. f you would like to select a different folder, click Browse.

iscoSyrich Pst for Outlook] Browse. ..

cBack || Net> | | Cancsl

Here you can change the 'Start Menu Folder’. Click on 'Next'.
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Setup - SynchPst for Qutlook = | & 3]
Select Additional Tasks AN
Which additional tasks should be peformed? l@

Select the additional tasks you would like Setup to peform while installing SynchPst for
Outlool, then click Mext.

Additional icons:
Create a desktop icon
Create a Quick Launch icon

cBack || Net> | | Cancal |

If you want to create shortcuts on your desktop then click on 'Next'.

Setup - SynchPst for Outlook [= |

Ready to Install
Setup is now ready to begin installing SynchPst for Outlook: on your computer.

1

B

Click Install to continue with the installation, or click Back i you wart to review or
change any settings.

Destination location:
C\Program Files'\Wisco'\SynchPst

»

Start Menu folder:
WiscoSynchPst for Outlook

Addttional tasks:
Additional icons:
Create a desktop icon
Create a Quick Launch ican

cBack || nstal | [ Cancl

Here you see an overview over the installation. Click on 'Next'.
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-

E.l' Setup - SynchPst for Outlook

Installing
Please wait while Setup installs SynchPst for Outlook on your computer.

Registerng files...

Now is SynchPST for Outlook being installed. Just wait.

" Setup - SynchPst for Outlook e[ = | 22 |

Completing the SynchPst for
Outlook Setup Wizard

Setup has finished installing SynchPst for Outlook on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

Run SynchPst now

After the installation you can run 'SynchPST for Outlook'. Click on 'Finish' and it will start.

© 2016 Wisco



Introduction 1

1.2 Search pst file on Computer B
Your complete Outlook data is stored in one big file - in the Outlook data file. It has the ending .pst.
Before you share the folder of the pst file you need to know where this pst file is located.

The default path for this file is:
C:\Documents and Settings\[User name]\local settings\application data\microsoft\outlook\outlook.pst

In Windows 10, 8, 7 and Vista the default path is:
C:\Users\[User name]\appdata\local\\microsoft\outlook\outlook.pst

To be sure what pst file you really use in your Outlook you need to follow these instructions:

1. Start your Control panel and click on 'Mail’. If 'Mail' is not display then switch to 'Classic View'.

@ F h

Ease of Folder Fents
Acce... Opticns
_— ;m
< |G |
Keyboard I"u"i-ail Mouse
€

2 H =

People Mear Performance Personaliz...
Me Informatio...

2. The Window 'Mail setup' will be displayed. Click on 'Data files'.
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1.3

I =

M Mail Setup - Outlock =)
E-mail Accounts
3 Setup e-mail accounts and directories. E-mail Accounts. .. |
Data Files
Change settings for the files Qutiook uses to Data Files. .. |

=
\y‘g store e-mail messages and documents.

Profiles

4 Setup multiple profiles of e-mail accounts and Shaw Profiles. .. |
data files. Typically, you only need ane.

Close

3. Here you see the complete path of your pst file:

g Add... [ Settings... @ SetasDefault X Remove [ Open Folder...

Mame Filename Comment

Personal Folders CQutook. pst in C:Users Tom\AppData\LocalMicrosoft\Outook Default

OK. We know now where the Outlook data file is on the drive.
In the next step we need to share the folder which contains the Outlook data file.

Share Folder Of Outlook Data File in Windows XP

To access the Outlook data file on Computer B from Computer A you need to share the folder which
contains the Outlook data file.

Share a folder in Windows XP
(To share a folder in Windows Vista look at the tutorial on the bottom of this chapter.)

1. Open your Winodws Explorer

2. Browse to the folder you want to share. (Remember: You want to share the folder which contains
the Outlook data file.)

3. Right-click on the folder and choose 'Sharing and Security".
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Explore
Qpen
Search...

Shatino and Security
S Snaglt 3

Send To »

Cuk
Copy

Delete
Rename

Propetties

13

4. The window 'Properties opens and the tab 'Sharing' is visible. If this is the first time you want to
share a folder then you need to click on the warning 'lf you understand the security risks but want to

share files without running the wizard, click here.’

Outlook Properties

General | Sharing |Eu$t|:|mize

2

Lacal zharing and security

[ ]t ake this folder private

M etwark. zharing and security

Hetwork, Setup 'wWizard,

of thiz computer
its folder.

To make thiz folder and itz subfalders private so that
anly pou have access, zelect the following check bos.

Az a zecunity meazure, Windows has dizabled remote
j access o thiz computer. However, you can enable
remote access and safely share files by running the

[f wou understand the secunty rizks but want to share
files without running the wizard, click here.

Learn mare about sharing and security.

[ OE. ] [ Cancel

Apply
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5. After clicking on this warning you need to confirm this action. Select 'Just enable file sharing' and

click on OK.

Enable File Sharing

Setup Yizard to protect your compuker.

C{:} Just enable file sharing)

Setup YWizard, the computer could be wulherable to attacks from

"'_-. |f wou enable sharing on thiz computer without uzing the Metwark,
< the [nternet, ‘We strongly recommend that vou wn the Metworl,

{(#) Use the wizard to enable file sharing [Fecommended]

Lok J

Cancel ]

6. The tab 'Sharing' is displayed again with additional options. Check the option 'Share this folder on
the network'. Enter a name in the text field 'Share name' and finally check the option 'Allow network

users to change my files'.

Outlook Properties E| le

General | Sharing |Eustu:umize|

Lacal zharing and security

[ ]t ake this folder private

M etwark. zharing and security

and type a zhare name.

To make thiz folder and itz subfalders private so that
anly pou have access, zelect the following check bos.

! T share this folder with both network, uzers and other
H uzers of thiz computer, select the first check box below

[ Share this folder on the network,

Learn mare about sharing and zecurity.

ghared with other computers on the netwark,
Wigw wour \Windows Firewall settings

i) Windows Fireweall will be configured ta allow this folder to be

ak. l [ Caricel

7. You successfully shared your folder on the network:
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Outlook Properties @@

General | Sharng | Customize

Lacal zhanng and secunty
15 Toshare this falder with other users of this computer
’fjg anly, drag it to the Shared Documents folder.
To make thiz folder and itz subfalders private zo that
only you have access, select the following check box.

M etwark. zharing and security

% Toshare this folder with bath network uzers and other
.J._T,...J uzers of thiz computer, zelect the first check box below
=7 and type a thare name.

Share thiz folder on the netbwark

Share name; | Cutlook,

Allows network, ugers to change my files

Learn mare about ghanng and zecunby.

i) Windows Firewall will be configured to allow this folder to be
ghared with other computers on the netwark,

Wigw wour Windows Firewall settings

[ 0k, ][ Caricel H Apply

8. Click on 'OK' to close this window.
You see in your Explorer that this folder is now shared:

[= [ Local Setkings
= [ Application Cata
= [ Microsaft
I <0 Burning
|5 Credentials
) Feeds
) FORMS
I HelpChr
I Internet Explorer
I Media Player
I OFFICE
(] Otlook,

9. If you want to access this shared folder from another computer then you type in the address bar of
Windows Explorer or in a search window

\\[Name of computer\[Name of share]

In our example let's name the computer 'Mars' and our named share is 'Outlook'. Then you need to
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1.4

address the share with the following line:
\\Mars\Outlook

10. It's a good advice to create your users on all your computers with the same name and password.
This way you can access easily the files on the other computer.

Share Folder Of Outlook Data File in Windows Vista

Share a folder in Windows Vista

Usually your Outlook data file is named 'outlook.pst' and the default directory is
c:\users\[user name]\appdata\local\microsoft\outlook.

Instead of [user name] you will see the name of your login account.

(e.g. c:\users\tom\appdata\local\microsoft\outlook)

The folder 'c:\users\[user name]\appdata’ is hidden by default. So first of all you need to make this folder
visible before you can share it.

How do you share this folder so SynchPST can access this
folder from the other computer?
1. Open your Winodws Explorer

2. First of all ckeck if you see hidden files and folders.
Click on 'Organize' > 'Folder and Search Options'.
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Organize * | m= Views

Mew Folder

Cut

Copy
Paste
Undc

Redo

Select All

L] Layout

Delete
Rename
Remowve Properties

Properties

Close

-

Folder and Search Opticns %

3. Click on the tab 'View' and then search the entry 'Hidden files and folders'.
Choose the option 'Show hidden files and folders'.

17
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Folder Options ==

Ve | Search

Folder views

You can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

| Applyto Folders | | Resst Folders

Advanced settings:

|, Files and Folders -
[7] Always show icons, never thumbnails
[T Always show menus
Display file icon on thumbnails
[¥] Display file size information in folder tips
[#] D15p|EI‘_|" simple folder view in Na‘ngatmn pane

olders only)

.. Hidden files and folders
() Do not show hidden files and folders
®

+| Hide eatensions for known file types

Hide protected opersting system files (Recommended)

| Restore Defaults |

oK || Camcel || ooy |

4. Click on OK.
In your Windows explorer click on your user name and you will see the new folder 'AppData":

Date modified Size

AppData
File Folder

Desktop
File Folder

Name
Downloads
File Folder

Links
File Folder

5. Open the folder 'AppData’ > 'Local' > 'Microsoft'.
Right-click on the folder 'Outlook' and choose the entry 'Properties' from the pop-up menu:
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I:ﬂ-

1/8/2008 10:48 AM Hle Folde

P N N N P

Explore
Open
Open as Motebook in OneMote

Share...
Snaglt »
Groove Folder Synchronization »

Restore previous versions

Send To r
Cut

Copy

Create Shortcut
Delete

Rename

Properties h

6. Click on the tab 'Sharing' and then on the button 'Advanced Sharing".

19
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P )

| . Qutlook Properties @

General | Sharing |Sec:urit'_.r | Previous Versions Eustumize|

Metwors File and Folder Sharing

Outlook
Mot Shared

Metwork Path:
Mat Shared

N

Advanced Sharing

Set custom permissions, create multiple shares, and set other
advanced sharing options.

(@Mvanced Sharing... D

Passwaord Protection

People must have a user account and passward for this
computer to access shared folders.

To change this setting, use the MNetwork and Sharing Center.

QK ] [ Cancel Apphy

7. A new dialogue opens.
Check the option 'Share this folder' and click on the button 'Permissions":
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Advanced Sharing @

Share this folder

Settings
Share name:

Outlook

L PRETYE

Lirnit the number of simultanecus users to: 10 =

Comments:

[ Permissions ]D Caching ]

[ CIK. ][ Cancel H Apply

8. You need write access to open the Outlook pst file from another computer.
Give ewveryone Full Access. (Everyone means every user on your own network.)

21
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| Permissions for Cutlook @
Share Permizsions
GI‘DIJFI ar User names:
HJ Evenyone
l Add... I I Remove I
Pemissions for Evenyone ﬁ.ITc;v\\ Deny
Full Cortrol [
Change [
Read [
Leam about access control and permissions
oK || Cancel || pply |
9. Click on OK three times to close all open forms.
Now your folder is shared and is accessible from other computers.
Example:
If your computer has the name 'Vista' and you gave your share the name 'Outlook’ then the path to the
share from another computer is:
\\Vista\Outlook
1.5 Share Folder Of Outlook Data File in Windows 7

Share a folder with Homegroups

Usually your Outlook data file is named 'outlook.pst' and the default directory is
c:\users\[user name]\appdata\local\microsoft\outlook.
Instead of [user name] you will see the name of your login account.

(e.g. c:\users\tom\appdata\local\microsoft\outlook)

The folder 'c:\users\[user name]\appdata’ is hidden by default. So first of all you need to make this folder

visible before you can share it.
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How do you share this folder so SynchPST can access this folder from the other computer?

First option: Use the built in 'Homegroups'

1.

Setting up Homegroups for File Sharing

One of the most powerful tools available in Windows is the ability to set up a homegroup. With a
homegroup users on a home network can share files, print to the same printer, share music, movies
and more. However the only drawback to this homegroup function is that only PC's running
Windows 7 or higher can take advantage of it. So in this helpful, handy guide we'll show you how to
set up your homegroup for yourself to get started sharing whatever you like amongst your office or
household.

The first thing you need to do is to access the desktop and double click on the "My Computer" option.
From there across the top should be a bunch of listings "Uninstall a Program," "Control Panel" Etc.
You will need to click on the "Control Panel" option. If you cannot find this option, it is available from
clicking "Start" then "Control Panel" then "Homegroup".

q% HomeGroup

This will launch the navigation pane in which the link to Homegroup will appear.

- -

(o] ] )
@th@ « AllC.. » HomeG.., - | +4 | | Search Control... |

Share with other home computers running Windows 7

"% There is currently no hemegroup on the network,

With 2 homegroup, you can share files and printers with other computers
running Windows 7. You can also stream media to devices, The homegroup
is protected with a password, and you'll always be able to choose what you
share with the group.

Tell me more about homegroups
Change advanced sharing settings...

Start the HomeGroup troubleshooter

Create a homegroup ][ Cancel

Select the option "Create a Homegroup." Pretty simple for the most part, eh? Next up an menu pane
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will show up asking what you would like to share on your home network. The options range from
pictures, movies, music, documents, etc. Only check those items that you feel comfortable sharing,
as everyone else in your household may have access to your bank account details.

The next option that will pop up is an option asking you to input a password for the homegroup. Every
computer and printer that accesses the homegroup will need this password, so be sure to write it
down. If you happen to forget it you can always re-access it through the homegroup option under the

control panel. But distribute the password to all the computers in your household that you wish to
share with.

(=] & (=

&, Ig-_'TF' Create a Homegroup

Use this password to add other computers to your homegroup

Before you can access files and printers located on other computers, add those computers to your
hemegroup, You'll need the following password,

Write down this password:

JADGT

Print password and instructions

If you ever forget your homegroup password, you can view or change it by cpening HomeGroup in
Control Panel,

How can other computers join my homegroup?

On the other computer open your control panel by clicking 'Start' > 'Control panel'. Then open the
'Homegroups' option.

You will get the hint that there was a homegroup detected on another computer. Click on ‘Join now'
to get access to the other Homegroup.
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(=& |

Search Control.. 2 |

&3 =@ « AIC. > HomeG. 4]

Share with other home computers running Windows 7

Q% Tom on WINT-64ENG has created a homegroup on the network.

With a hormegroup, you can share files and printers with other computers
running Windeows 7. You can also stream media to devices. The homegroup

is protected with a passwerd, and you'll always be able to choose what you
share with the group.

Tell me mere about hemegroups
Change advanced sharing settings...

Start the HomeGroup troubleshooter

loin now ][ Cancel

In the next step you need to specify what you want to share within your homegroup. Finally you are
asked for your homegroup password.

To share an individual folder, you're going to right click on that specific folder, and click the option for
'‘Share with' > 'Homegroup (Read/Write).
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1.6

Documents library

Includes: 2 locations
Mame

A. Outlogkfiles
Open

Open in new window

Share with
(8] Shared Folder Synchronization

Restore previcus versions
Send to

Cut
Copy

Create shortcut
Delete

Rename
Open folder location

Properties

Arrange by Folder
Date modified Type Size
Lononiy 938 AM  File folder
J @ Mobody
r Homegroup (Read)
Homegroup (Read/\Write)

Specific pecple...

Be careful not to forget what you place in this folder, as everyone will now have access to the file.

Overall the process for setting up and homegroup and sharing folders is a relatively simple one with
many benefits. Now, everyone in your office or household can have access to the same files and
printers as everyone else. It is equal rights with computers at it's very best definition.

Now your folder is shared and is accessible from other computers.

Example:

If your computer has the name 'Houston' and you gave your share the name 'Outlook’ then the path to

the share from another computer is:

\\Houston\Outlook

Start SynchPST and select Source and Target

After we've installed 'SynchPst for Outlook' on computer A and shared the folder of the Outlook data file

on Computer B we can start with the synchronization:

Start SynchPST and click on the left 'Search’ button:
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Select Data Store
Please zelect a D ata Stare

@) Data Stores bound to Outlook,

-

[ e s

Personal Folders

A zers\TombppD ataiLocals. .

m

~) Other Dutlook pst file (e. g. on other computer or USB stick)

Search ...

d

L |

‘ Cancel ‘

You see in a list all your Outlook data stores which are bound to your Outlook.

Select the Outlook Data store you want to synchronize and click on OK.

Then click on the right 'Search' button.

27
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Select Data Store IE@

Please zelect a D ata Stare

(7 Data Stores bound to Outook

Personal Folders A zers\TombppD ataiLocals. .

i@ Other Outlook pst file (e, g. on other computer or USE stick)

Search ...

[C:‘n,l_.lsers‘n,Tum‘nP.ppDam‘d_ncaIWicrnsuft‘n,[luﬂuuk‘nﬂuﬁnnk.pst - ]

(7 Recently Used pst files:

‘ QK ‘ ‘ Cancel ‘

This time you click again on the button 'Search' to search the pst file on the other computer.

A 'File open' dialogue will open.
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I

" Select Outlook Data File

{ |uv|1 ¥ Network » win? » outlook 'l“f||5EﬂJ"Eh 2|

. - =] f=| -
‘ Organize ~ gg2 Views ~ [ New Folder

Name Date modified Type Size
4] Outlook

Favorite Links

Bl Decktop

15 Recent Places
M Computer

E| Documents

E. Pictures

@ Music

[%4 Recently Changed
E Searches

Public

Folders -~

File name: - [Duﬂuuk Data File (*.pst) v]
[ Open |"’] [ Cancel ]

You can enter the path to the remote share directly.

E. g. your other computer has the name 'Win7' and the share of the other computer is 'Outlook’ then you
can enter directly

\\Win7\Outlook
Then click on 'OK' and the share on the other computer will be opened.
Select the pst file and click on OK twice.

Now the content of the Source and the Target pst file is displayed in SynchPST for Outlook:
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"

File Help

Source

Source file:

----- []&=5 Corntacts
----- I3 Deleted ltems

----- [CIL2) Drafts
----- 05 Inbax

----- [ Junk E-mail

----- o] Motes
----- [JE5) Outbox
-0 5] RSS Feeds

----- [0 Sent Items

LoMmER T
4| 1 |

0 folders selected

W aiting for next synchronization

1.7

a SynchPst for Outlook Trial - Version 3.5.5

C: 4] zershTomAppD atahLocalsMicrozofthOutloc

m

Thiz copy is not licenzed. There are 20 days left for evaluation.

Presigwm

Target
T arget file:

Samin T soutlook SO utlook. pst

(== ==

..... D:ﬁ Calendar

..... []&= Contacts

----- 05 Deleted ltems
..... DL:*] Dirafts

..... DL 1 Inbox

..... 143 Journal

..... DL:I Jurk, E -mail

----- [Jlo] Motes

----- 05 Outbox
B[]0 RSS Feeds

----- [0 Sent ltems

| e T W O O

ED@ Shwin 7 youtlook\Outlook. pst, Pers -

1| i

(0 folders selected

m

In the next step you choose the folders you want to synchronize.

Select Folders

You can synchronize any folder of your Outlook you want.

Just check the folder you want to synchronize.

© 2016 Wisco



Introduction 31

"

a SynchPst for Outlook Trial - Version 3.5.5

File Help

Source

Source file:

----- 8- Contacts
----- I3 Deleted ltems

----- [CIL2) Drafts
----- 05 Inbax

----- [ Junk E-mail
----- o] Motes

----- [JE5) Outbox
-0 5] RSS Feeds
----- [0 Sent Items

L oMmmER T

4| 1 |

2 folders selected.

W aiting for next synchronization

4] zers\TombAppD ata\anaI\Micmsuft\[lutlut.

m

Target

T arget file:

(== ==

Samin T soutlook SO utlook. pst

< |

Presigwm

..... I Calendar

..... a=- Contacts
----- 05 Deleted ltems
..... DL:*] Dirafts

..... DL 1 Inbox

..... 143 Journal

..... DL:I Jurk, E -mail

----- [Jlo] Motes

----- 05 Outbox
B[]0 RSS Feeds
----- [0 Sent ltems

| e T W O O

i |

1 folders selected.

=[] Mwin?\outlook\Dutlook. ps! -

m

Thiz copy is not licenzed. There are 20 days left for evaluation.

Click on the button in the middle of the form after you chosen the folders for the synchronization.

Usually you want a two-way synchronization.

But if you want to just reflect the changes from one side to the other then you can use a one-way

synchronization.
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