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Importing PST to Outlook 2010

To start click File -> Open -> Import

Folder

Home Send / Receive View Add-Ins
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Save As
; Open Calendar

X

Uy save Attachments Lo ;
B e Open a calendar file in Outlook (.ics, .vcs).
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Info

Open Outlook Data File
Open an Outlook data file (.pst).
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Import
Import files, settings, and RSS Feeds into Outlook.
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In the Import And Export wizard, select Import from another program or file option and click

-
Import and Export Wizard

Next.

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file

Import a VCARD file (.vcf)
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 Common Feed List

Description
Import data from other programs or files, incuding

ACT!, Lotus Organizer, Outlook data files (.PST),
database files, text files, and others.

| Cancel

For assistance contact FirstCall: first-call@tamu.edu or Toll-Free (866) 996-2056.



Under File Type select Outlook Data File(.pst) and click Next.

Import a File
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Select file type to import from:

Lotus Organizer 4.x A~
Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 97-2003

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

Tab Separated Values (DOS) o

[<Bad<][Next>][CanoeI]

Now choose the file to import, select the options, and click Next.
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Import Outlook Data File
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File to import
Iiari\Documents\Ouﬂook Files\backup.pst

[Browse... ]

Options

@ Replace duplicates with items imported
() Allow duplicates to be created

(7) Do not import duplicates

| <Back

Next> | | Cancel

For assistance contact FirstCall: first-call@tamu.edu or Toll-Free (866) 996-2056.



FORSTCALL
It will then ask you to enter the password for backup file twice.
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[ | |
QOutlook Data File Password i

Type the password for backup.

Password: I

™ Save this password in your password list

OK Cancel

Once done, finally select the folder to import from (if you want to import complete data don’t change any

settings) and make sure Include subfolders is checked. You can either import the file to the current folder or
choose the folder.

] Import Outlook Data File &'
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Select the folder to import from:

4 =9 Outlook Data File
(&) Deleted Items
Gz Birthday calendar
84 Contacts
[ Drafts
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Indude subfolders
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() Import items into the current folder
@ Import items into the same folder in:
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For assistance contact FirstCall: first-call@tamu.edu or Toll-Free (866) 996-2056.



