How to Open/View PST Files

Open the Desktop application for Microsoft Outlook and click File > Open & Export > Import/Export:

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

Calendar

, Open Outlook Data File
ED Open an Outlook data file (.pst).
Save as Adobe

PDE Open Outlook
Data File

Import/Export

Import or export files and settings.

Keep the default selection of "Import from another program or file" and click Next >

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [wvcf)

Import an iCalendar (.ics) or vCalendar file [ves

Import from another program or file
Import B55 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.

Select Outlook Data Fille (.pst) and click Next >
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Import a File

Select file type to import from:
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< Back Mext = Cancel

Browse for the location of the PST file you are opening, leave the other options at default, and click
Next >

mport Outlook Data File *

File to import

| o Userswwittmat\OneDrive - The Univi | Browse...

Options

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

{:} Do not import duplicates

< Back Mext = Cancel

On this pop-up, you will see the mailbox that you are importing appear on the left hand-side,
underneath any of your current folders/mailboxes. Keep default values and press Next >
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C
sl Import Outlook Data File

Deleted Itermns
Select the folder to import from:

«Outlook Data File ﬁ-@CUANSCHUEEDu

Inbox

Drafts

Sent tems

Deleted ltems B Indude subfolders Filter...

Outbox

R5S Feeds

() Import items into the current folder

O Import items into the same folder in:

Search Folders

Cutlook Data File 1%

@
OCUANS..

Importing will then take a few minutes:

Microsoft Qutlook

7 -

] Cancel

To go to the inbox and other emails of the pst file, expand "Top of Information Store"
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@CUANSCHU...
» ApplicationDataRoot
OneMotePagePreviews
» Recoverable ltemns
» SkypeSpacesData
» SubstrateFiles
TeamsMessagesData
w Top of Information Store
Archive
» Deleted ltemns
Drafts
> Inbox
Junk Email

Sent ltems

» Sync |ssues

Outbox

R55 Feeds

Search Folders

If you have a second PST file to import, repeat the above steps as before.

The PST files may have been split into multiple parts to reduce file size and file corruption.
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