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Importing a .pst File in Outlook 2007

1. Click File.
2. Click Import and Export.
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3. Select Import from another program or file. Click Next.

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file (Lvcf)

Import an iCalendar (.ics) or vCalendar file (.vcs
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Commeon Feed List

DESCHPTIO
Import data from other programs or files,
including ACT!, Lotus Organizer, Personal Folders
(.PST), database files, text files, and others.
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4. Select Personal Folder File (.pst). Click Next.

Select file type to import from:

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Express 4.x%, 5., 6.x or Windows Mail
Personal Address Book

Tab Separated Values (DOS)
Tab Separated Values (Windows)

Personal Folder File (.pst

~ Open Personal Folders [——
Search pst L
I Organize ~ New folder =~ O @
I "L Documents * | Name Date modified Type Size
& Music ;
o = backup 1/16/2011 5:49 PM Microsoft Office O... 14153 KB
= Pictures
Q, Videos
ad, Homegroup
‘& Computer
& Local Disk (C)
&2 BD-ROM Drive (T
> Removable Disk (
QI Removable Disk (
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6. Click Next.
- _
Import Personal Folders B
File to import i
|F:‘\pst‘\backup.pst | IBrowse...I
Options

(@) Replace duplicates with items imported
() Allow duplicates to be created
(" Do not import duplicates

| <sack | mea> || cancel |

7. Click Finish.

Import Personal Folders E

Select the folder to import from: |

= @ Outlook Data File

4] Calendar
|84 Contacts
{s) Deleted Items (11)
[ Drafts

m B Tnkoo

[¥]Include subfolders

O Import items into the current folder

-~

(@) Import items into the same folder in:

|Mai|box— E”
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If you encounter any trouble, feel free to contact the Help Desk at (504) 280-4357 or by email
at helpdesk@uno.edu. You may also stop by the Help Desk, located in the UCC Room 101.
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