Email Upgrade Project

Importing Exchange Mailbox using Outlook 2003/Outlook 2007

This help guide provides steps that employees can use to import their backed-up email into Outlook
1. First open Outlook.

e

2. Click “File”, select “Import and xport.”

Choose an action to perfarm:

Export ko a file

Import a YCARD file {.vef)

Import an iCalendar or vCalendar filz [ vea
Import From another program ot File

Import Internet Mail Account Settings
Import Internet Mail and Addresses

Description

Import data from other programs or files, including
ACT!, Lokus Organizer, Personal Faolders {PST),
Schedule+, database Files, text files, and others,

4. Then select “Personal Folder File (.pst)” and click Next.
poriape

Import a File

Select file bype ba impart From:

Microsoft Excel

Outlook Express 4.x, 5.%, 6.2
Personal Address Book.
Fersonal Folder File {.pst)
Schedule Plus Interchange {.sc2)
Schedule+ 7.0

Tab Separated Yalues {DOS)

Tab Separated Values {iindows)
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5. A screen similar to the following will display. Click “Browse” and find the file that needs to be
imported. Select “Replace Duplicates with items imported” under Options. Then click “Next.”

Import Personal Folders |X|

File to import

| E!\pstibackup.pst | [Browsz, .. |

Cptions

(3) Replace duplicates with items imported
(" Allowe duplicates to be created

() Do not import duplicates

[ < Back J[ Mext = ][ Cancel J

6. A screen similar to the following will display. Select “Personal Folders,” ensure to select
“Include subfolders,” select “Import items into the same folder in: Personal Folders.” Then
click Finish. This will begin the import process.

Import Personal Folders |X|

Select the Folder ko import from:

= @ Personal Folders
[ _review now
[ ot
FH calendar
8= Contacts
[ daily reparts

Include subfolders

(O Import items into the current Folder

(%) Import items inta the same Folder in:

% I | ( |_||||_ |)

|Personal Folders

[ < Back “ Finish | [ Cancel ]

7. The import process will look like the screen below. The duration of this process varies. This
process may take about an hour if you have many encrypted files, if you have a large import file,
and also depends where the file is located.

Microsoft Office Outlook
. &

(8 -

Importing 'Deleted Ikems'

[WWw ] Cancel

8. After the import is complete, your Outlook screen will be populated with all the emails, contacts
and other imported Items.

If you have any questions, please contact Support Central at 220-1616 (Option 4).
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