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You just got a new, or newer, computer and set it up to connect to the Internet and have 
your email program ready to go.  Now you want to move your mail and your address 
book to the new computer. 
 
First, you need to backup all of your mail and your address book from the old computer. 
 

Note: These backup steps are a good insurance policy against that day 
when the computer hard drive crashes and you have to have your 
computer reformatted, not just when you have a new computer. 

 
Backing up your Address Book. 
 
Open Outlook Express and then open your Address Book. 

 
 
 
 
 
In the menu for the 
Address Book, click on 
FILE. 
 
Choose the “export” 
option, and then select 
“Address Book (WAB) 
 
 
 
 
 

 Figure 1.  Export the Address Book 
 
The result will be the window shown in Figure 2, where you choose a location and a 
name for your backup copy.  These next steps are identical to the process used to save 
any new file on your computer. 
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Select a file location that 
can be removed from 
this computer and 
moved to the new 
computer.  I selected 
the Floppy Drive in this 
example.  If you new 
computer does not have 
a floppy drive, you may 
have to choose a folder 
that you can later copy 
to a CD. 
 
Note that the backup 
copy of your Address 
book will have the 3 
letter file extension of 
wab. 

 Figure 2.  The backup address book window 
 
Remember to give your backup file a name you will remember. 
 
Backup the Email Messages and Folders. 
 
Outlook Express does not store each email messages separately.  It stores the folders 
containing the messages as database files, one file for each folder.  But there are 
several extra files that are required for the database to work, files that don’t actually 
show when Outlook Express is open.  These files must also be included in your backup. 
 
Now the first step is to cleanup your email before you backup.  You don’t need to 
backup a lot of empty file space and this would be a good time to clean some of that 
“unnecessary mail” you have been saving for awhile and never look at. 
 
Open Outlook Express and look in each folder.  Delete the unnecessary mail. 
Then empty the “Deleted Items” folder (You will find this option in the EDIT menu.) 
Next go to the FILE menu and choose FOLDERS and then the option to compress all 
folders.  This removes the “dead space” in that folders database file. 
 
Now you are ready to backup your email messages. 
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First, you have to find the database files that make up your email messages.  The 
easiest way to do that is to open Outlook Express and then go to the TOOLS menu and 

choose OPTIONS. 
The OPTIONS windows 
is shown on the left. 
 
Note that the 
“Maintenance” tab 
along the top has 
already been selected. 
 
 
 
 
 
 
 
Next you want to click 
on the Store Folder 
button. 
 
 

 Figure 3.  The Outlook Express Options Window 
 
When you click on the STORE FOLDER button the following windows opens. 

 
It is unfortunate that this window 
cannot be expanded, because the 
full location of the Store Folder is 
not shown in the box. 
However, if you click your mouse 
in the box, and then use the right 
and left arrow keys (on the 
keyboard) you can move through 
the entire window and copy down 
the full address. 
 

In the example above, the full address is: 
 
C:\Documents and Settings\Richard Gohman\Local Settings\Application Data\ 
{8D32DF8B-D3B8-4783-A0C5-FE37E2FC8659}\Microsoft\Outlook Express. 
 

Figure 4.  Location of Store Folder 
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Okay that was a lot of DOS notation.  What does it mean? 
 
It points you to a file folder that can be found using the Windows Explorer Program. 

Figure 5.  Typical view of the Outlook Express Mail Store folder 
As seen using Windows Explorer. 

 
It told me to look in the C drive, in the Documents and Settings folder, then in the 
Richard Gohman folder, then in the Local Settings folder, then in the Application 
Data folder, then in the Identities folder, then in the {XYZ} folder, then in the Microsoft 
folder and finally in the Outlook Express folder. 
 
Note this example is from Windows XP, the location will be different with Windows 98, 
ME and 2000. 
 
Note also, in Windows XP the Local Setting Folders (and all folders therein) is a hidden 
folder.  You will have to change your Folder Options to show hidden folders. (See the 
end of this document for Instructions.) 
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Now copy the entire Outlook Express folder to a backup media that you can transfer to 
your new computer.  It is important that you take the entire folder, not just the files that 
are in it. 
 
If you have even a moderate amount of email, you will need to copy this folder to a CD, 
to a ZIP drive or to a larger USB drive.  The entire Outlook Express folder will not fit 
onto a floppy disk.   However using file compression programs, such as WinZip, it is 
possible to compress the folder and span it across several floppy drives. 
 
Now you are ready to transfer your mail and address book into the new computer. 
 
Note: If you backed up your mail and your Address Book to a CD, the first thing you 
have to do is copy these file off the CD and onto the new hard drive.  Unfortunately, the 
transfer process does not accept data directly off a CD.  This is due to the fact that it 
tries to back read onto the CD and it cannot do this. 
A good place to put these files on the new hard drive is in the MY DOCUMENT folder so 
that you know where they are.  Also, when you go to do the import, that folder is the first 
place the computer wants to look for the files. 
 
Importing your Address Book. 
 
Importing your address book to the new computer is almost the exact reverse of how 
you exported the address book. 
 
First open Outlook Express and then the address book. 
Go to FILE in the menu and choose “import” then Address Book (WAB). 
In the next windows locate the backup copy and then click on the OPEN button. 
Then just watch as the program imports all of your addresses. 
 
Unfortunately, if you had your address separated into Groups, this separation is lost in 
the transfer.  You will have to rebuild your Groups and any Folder separations that you 
had. 
 
Importing your email (Messages). 
 
Importing your messages is not as simple as the address book was. 
 
The next couple of pages outline the required steps. 
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Start by opening your Outlook Express and then go to the FILE menu  
 

 
 
 
 
 
 
 
 
 
 
and choose Import – then 
Messages. 
 
 
 
 
 
 
 
 

 Figure 6.  Import Messages options. 
 

The next window lets you 
choose the Program than 
made the messages you 
will be importing. 
 
Note that you can import 
from Eudora, Netscape 
and several variation of 
Microsoft mail programs. 
 
If you have been using 
Outlook Express 5 or 6, 
use the version 6 choice. 
 
 
 
 
 
 

 Figure 7.  Selecting the type of mail to import. 
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The next window is where you 
start the choice of where to find 
your backup of the database 
files that represent your email. 
 
You will need to select the 
“Import mail from a store 
directory” 
 
The other choice is used only if 
you are creating a new email 
identity and need to transfer 
that mail. 
 
 
 
 
 
 

 Figure 8.  Choosing to use a Store Directory. 
 

Next you will be asked to 
tell or show the computer 
where this backup (store) 
directory folder is located. 
 
Of course what the 
computer wants is the 
DOS path name to the 
folder.  Fortunately, they 
give you a Browse 
button. 
 
Click on the Browse 
button and you will be 
presented with the typical 
“open file” dialog boxes 
for you to graphically find 
the location that you 
stored your backup copy. 

 Figure 9  The Browse Button option. 
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Once you identify the “Outlook Express” folder that you copied from the old computer to 
this new computer hard drive, the import wizard asks you for one more choice. 

 
It wants to know which 
folders you want to 
import. 
 
You might ask, “Why 
wouldn’t I always import 
all folders?” 
 
Maybe this is a repair 
option and you only need 
to import one or two of the 
folders.  Remember this 
process works for 
transferring mail to a new 
computer and restoring 
lost data on an existing 
folder. 
 

 Figure 10.  Selecting the folder to import. 
 
Now click on the NEXT button and watch your mail and folders appear in your new 
Outlook Express program. 
 
Special Instruction:   How to make hidden files and folders visible in Windows XP. 
 
Go to the Control Panel and choose the Folder Options icon.   
Open the folder options and choose the tab across the top marked VIEW. 
Scroll down until your find the two option circles marked 
    Do not show hidden files and folders 
    Show hidden files and folders 
Put a check in the “Show hidden files and folders” so that you can find the Local Setting 
folder in Windows XP. 
 
After you have made your backup copy of Outlook Express, you can return to the folder 
options and again hide the hidden files and folders.   Windows XP hides critical files and 
folders so that novice users do not delete these files. 
 
For more information go to:   http://insideoe.tomsterdam.com/ 


