Import Archived Mail from a PST
File

You can only import archived mail from the Outlook desktop client. You cannot import for Outlook
for the Web.

Locate Your Mail Archive File

1. Open Outlook.



2. Locate the archive in the list of folders on the left side.

Deleted [tems 2

mgtest10@astate.edu

Deleted Items 2
Archive

> Conwversation History
Junk Email
Outbox
RSS Feeds

Search Folders

> Groups

 Archive

3. Right click on the archive folder to open the context menu and select Data File Properties.
- Archive
Open in New Window
Open File Location
Cloze "Archive"

MNew Folder...

Show in Favorites

Sort Subfolders A to Z

Folder Permissions
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4. In the data file properties dialog, click on the Advanced button.

Fg g | k Miata Eilalf 1l Dranarfrac
UThooK Lata Fiel | Froperties X

General

My Cutlook Data File(1)

Type: Folder containing Mail and Past ltems
Location: Microsoft Outlook

Description:

@ Show number of unread items
(::l Show total number of items

When posting to this folder, use: | IPM.Post vl

|:| Display reminders and tasks from this folder iin the To-Do Bar

[ Folder Size... | Advanced...

Upgrade to Color Categories...

oK Cancel Apply

5. The location of your archive file is listed next to the Filename field. In most cases, this file
will be located in your Documents in a folder called Outlook Files. Remember this location.
Copy it to a text file if you need to.

Outlook Data File >
General
Mame: Archi".re|

Filename: | ChUserssmgtest10Documents\Outlook Files\My E|

Format: | Cutlook Data File |

Changes the password used to

DLl access the Qutlook data file

Feduces the size of your Outlook

Compact Now | i7 file

Comment

Cancel Apply

Repeat steps 2-5 if you have more than one archive file.
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Close the Archive File

1. Open Outlook.
2. Locate the archive in the list of folders on the left side.
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3. Right click on the archive folder to open the context menu and select Close "Archive".
Archive may be different than what is shown in the image below. It will be whatever the
name of the Outlook Data File is. In this case, it is called Arhive. If the name was archivel,
then the context menu would show Close "archivel®.

B Openin New Window

Open File Location

Mew Folder...
Show in Favorites

2l Sort Subfolders Ato Z
&%  Folder Bermissions

Data File Properties...

Repeat steps 2 and 3 if you have more than one archive file.

Importing you Archived Mail using Outlook.

Now that you have the location of the archive file(s), it is time to import the messages. The
following instructions are valid for Outlook 2013, 2016, 2019 and M365.

Note: The Open dialog in Outlook 2013 uses a different set of icons and will looks slightly different
than 2016 and 2019. All images below are from Outlook 2019. While the icons may be different the

text is identical in all three versions.

You cannot import an archive file that is already loaded in Outlook. It must be closed
before you can import it. Please refer to the previous section for instructions on closing

the archive file.

1. Open Outlook.
2. Select File from the top menu bar.
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3. Select Open & Export then Import/Export.

Open & Export

Save as Adobe

PDF Open Outlook

Data File

Import/Export

Other User's
Folder

Open Calendar

Open a calendar file in Qutlook (.ics, .vcs).

Open Outlook Data File

Open an Outlook data file (.pst).

Import/Export

Import or export files and settings.

Other User's Folder

Open a folder shared by another user.
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4. On the Import and Export Wizard dialog, select Import from another program or file and
clcik on Next.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPMIL file
Export to a file
Import a VCARD file {vcf)

Import RSS Feeds from an OPMIL file
Import RSS Feeds from the Commaon Feed List

Description

Import data from other files, such as Outlook
data files (.PST) and text files.

< Back Mext = Cancel

5. On the Import a File dialog, select Outlook Data File (.pst) and click Next.
Import a File

Select file type to import from:

Comma Separated Values
Qutlook Data File (jpst)

< Back Mext = Cancel
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6. Use the Browse button on the Import Outlook Data File dialog to locate the archive file you
identified previously. Under the Options section, leave the default selection Replace
duplicates with items imported and click on Next.

Import Qutlook Data File X

File to import
fDocuments\Outlook Files\archivel .pEEI Browse...

Options

@ Replace duplicates with items imported
Oﬁ.llnw duplicates to be created

O Do not import duplicates

= Back Mext = Cancel

7. To copy all of the messages (including folders) to your A-State M365 inbox:
1. Under Select the folder to import from:, click on the top level. This is the default
unless you change it.
2. Select Include subfolders. This is the default unless you change it.
. Select Import items into the same folder in:. This is the default unless you change it.
4. Make sure your email address is select in the dropdown box.

w
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5. Click on Finish.

Import Outlook Data File X
Select the folder to import from: 1
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Depending on the size of your archive file, it may take some time to import all the
messages.

Repeat steps 2-7 for each additional archive file you want to import.

Additional Microsoft resources

e Quick Start Guide

Outlook Training

Outlook Help
eBook: Outlook Tips & Tricks

Download PDF: Outlook Quick Start Guide
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