How to Import a PST File into Outlook 2013

1. On the main tabs, select File.
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2. On the Account Information page, select Open & Export.
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Account and Social Network Settings

Change settings for this account or set up more

connections,
Access this account on the web.
https//

Connect to social networks.
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Automatic Replies (Qut of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not available to respond to e-mail messages.

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted ltems and archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and receive
updates when itemns are added, changed, or removed.



3. On the Open page, select Import/Export.

Open

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

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

Import/Export
Import or export files and settings.

Office Account 2

Options

Other User's Folder

Exit
- Open a folder shared by another user.

4. In the Import and Export Wizard window, select Import from another program or file and click Next >



Choose an action to perform:

Export R55 Feeds to an OPML file
Export to a file

Import a VCARD file [wcf)

Import an iCalendar (.ics) or viZalendar file [ves
Import from another program or file

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.
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5. In the Import a File window, select Outlook Data File (.pst) and click Next >.

Select file type to import from:
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6. In the Import Outlook Data File window, click Browse....

File to import
Documents\Outlook Files\backup.pst  Browse...

Options

@ Replace duplicates with items imported

() Allow duplicates to be created
D Do not import duplicates

7. Select the .pst file to import and click Open.
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8. Select desired Options and click Next >.

File to import
© Jocuments\Outlook Files\backups.pst | Browse...

Options

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

D Do not import duplicates

9. Select the top level folder, ensure the Include subfolders check box has been selected, choose the
location where the .pst file should be imported, and click Finish.

Select the folder to import from:
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10. Outlook will import the .pst file to the location set previously. Once complete, Outlook will begin to
push the restored file(s) to the Exchange server. If Outlook lags during this time, keep Outlook open and
use Outlook Web Access until all data has been uploaded to the server.



