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How to import a PST file to Outlook
2010, 2013, or 2016

Introduction:
The purpose of this documentation is to provide end users complete configuration steps in importing a
PST file to Outlook 2010, 2013, or 2016. Outlook 2013 on a PC was used in this example.

Prerequisites:

- A PST file with your old mailbox data
- Exchange account that has been configured
- Outlook 2010, Outlook 2013, Outlook 2016
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Steps:
1. From Outlook 2013, go to the FILE tab.
oz -
FILE HOME SEMD / RECEIVE FOLDER. VIEW
(=7  [Gignore x o (;_“ g .
[ — — —  [EQ Meet
Ijl “E X Clean UF"' ﬁé ﬁéﬂ ﬁe n— ==
I"-]EW Mew ® . Delete  Reply Reply Forward E-EMDrE
Email Items~- &&/Un All
Mew Delete Respond
£
4 Favorites Search Current Mailbox [Ctrl+E)
Inbox & All Unread
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2. Select “Open & Export” on the left.

©

Account Information

Open & Export

(‘/‘1 testuser@o_. .l ll Lol
U') Microsoft Exchange

o Add Account

[T Account and Social Network Settings

CEel Change settings for this account or set up more o
Account connections,

Settings - Access this account on the web,

Office Account https://mail.canadawidehostingservices.ca/owa/

Connect to social networls.

Options

Exit

Automatic Replies (Out of Office)

Barracuda

MNetworks < Use automatic replies to notify others that you are out of office, on
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
=4 Manage the size of your mailbox by emptying Deleted Items and ar
Cleanup I
Tools~
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3. Select “Import/Export”.

Open

Open Calendar
E Open a calendar file in Outlook (.ics, wes).

Open Outlook Data File
D Open an Outlook data file (.pst).

Import/Export

2 AT ER (rEE T Irmpaort or export files and settings.

Options

Other User's Folder
Exit
- Open a folder shared by another user.

Barracuda
Metwarks
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4. Choose “Import from another program or file”and select “Next”.

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [wvf)

Import an iCalendar [.ics) or vCalendar file [,ves
Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Cutlook
data files [,P5T) and text files.

< Back |I Mext = I[ Cancel

5. Select “Outlook Data file (.pst)” and select “Next”.

Select file type to import from:

Comma Separated Values
Cutlook Data File [ pst)

< Back ]I Mext = I[ Cancel
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-

6. Browse for your backup PST file. Select “Next” to continue.

Import Outlook Data File

G

File to import

Options
@ Replace duplicates with items imported

() Allow duplicates to be created

Documents\Outlook Files\backup.pst

(=]

[17 Open Outlock Data Files

X5
®v| . % Users » CWlLenovo New » My Documents » Outlook Files - | g | | Search Outlook Files pel |
Organize v New folder =~ 0l @
=
0 Name Date modified Type Size
4 Libraries
- test-backup 2/16/2017 5:16 PM Outlock Data File 8,201 KB
@ Documents
J‘F Music
[&=] Pictures
E Videos
i@ Homegroup
- Computer
(ily Windows7_0S (C
File name: A [Outl.ouk data files VI
Tools - | Open | ’ Cancel ]

7. Select what you want to import, highlight the top to import the entire contents with subfolders
checkbox selected. Select “Finish” to complete the import.

mport Outlook Data File

Select the folder to import from:

F HE: Outlook Data File |

5 Deleted Items
> E Calendar
[&5] Contacts
Drafts

Tem e e

El

-

[¥Include subfolders

test.user@

() Import items into the current folder

i@ Import items into the same folder in:

[=]

< Back “

Finish

| [ Cancel ]
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