Quick Start Guide: How to Move PST Files

This guide is intended to assist staff who used Microsoft Office versions 2007 or 2010 prior to being upgraded to Microsoft Office 365.

While your files can still be viewed using your desktop version of Outlook, you will need to move your PST files to access them from Outlook Web
Access (OWA). This will enable you to access your PST files when you are working remotely, using the web-based version of Office (Office 365).

Note: If you were previously using Microsoft Office 2003 and it is imperative that your PST files be preserved, please contact your Onsite Team or
the Help Desk (ext. 7-2828) after you have been migrated to Office 365.

The actions below follow a sequential process to include:

1. Finding & Copying your PST File(s)
2. Creating a Folder for your PST Files(s) in Outlook
3. Importing PST Data into Outlook

It is important that you follow these steps in the sequence outlined after being migrated to Office 365. If you are unsure or experience any issues,
please contact your department’s Onsite Team or the Help Desk (ext. 7-2828).
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Finding & Copying your PST File(s)

You will first need to find your PST so that you can locate the files when you move them into Outlook. Then you should make copy (backup) of your PST.
Follow the steps below to find and backup your PST. Note: During this process, Outlook must be closed!

Step | Action

1. Open the Windows Start Menu by
clicking on the icon located in your task
bar.

Computer

2. Click on Control Panel.

Control Panel

=]
||_\g'=' Microsoft Office Excel 2007 3

Control Panel
L‘% Snipping Tool "

Devices and Printers

[%2y] Microsoft Office Outlook 2007 3
- Default Programs

‘x%—-’j Internet Explorer

m Greenshot
e' Mozilla Firefox 3
|)\t Adobe Acrobat X Pro

.| Calculator

Help and Support

All Programs

Shutdown | » |

m O 6@
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Step

Action

3. From the control panel options, click l—_
o &l
the Mail icon. @ PanelAll Control Panel terms
File Edit Wiew Tools Help
B Mail Adjust your computer's settings  Vie
22 Keyboard
Location gnd Other Senzors
P Mail h
F Mouse
4. A separate window will open. Select B Mail Setup - Outlook Lﬂj
Data Files.
E-mail Accounts
Data Files. . K _{,\] Setup e-mail accounts and directories. E-miail Accumis.... |
Data Files
#, Change settings for the files Outlook uses to Data Files. ..
ﬁé store e-mail messages and documents.
Profiles
5. | A separate window will open. The
P P Data Files

location of your PST files is displayed
on the “Data Files” tab, under
“Filename”.

Record this path name by taking a
screen shot (PrtScn), writing it down, or
typing it within a Word document.

Cutlook Data Files

E-mail | Data Files |Rss Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Add

g Add..,

MName Filename

Archive Folders archive.pstin C:\UsersY, ‘AppData'Local Microsoft\Outlook
Mailbox - ... outlook.ostin C:Usersy ‘AppData'Local Microsoft\Outlook
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Step | Action
H - MIUEIC
6. From your start menu, click on EE Microsoft Office PowerPoint 2007

Computer. — Computer

[ X5 Microsoft Office Excel 2007

C t - Control Panel
_ % Snipping Tool e
Devices and Printers

.":_'J,"" Microsoft Office Qutlook 2007

1L: Default Programs

@ Internet Explorer 3

Help and Support

m Greenshot

& Mozilla Firefox »

» Al Programs

Search programs and files jel |
2B o ®
7. Cll_ck on OSDisk (C:). This is your (C:) - 'l | CAUsersh AppData\Local\Microsoft
Drive. @ka? ¢ Computer » m—
o it Wiew Tools Help
Locate your PST on this drive by File Edit View Tools Help o _
following the path name you recorded Organize = System properties e ¥ Include in library ~ sharewith v »
in Step 5.
Uard Disk Dri 1 InIP12 ., Outlock
T Fe— 4 Rar 15 rves
.*l (1) . Internet Explorer , PlayReady
a% a«%- . Media Player . Portable Devices
o E{C-j ﬂ' = =) ) MWetTraces , Terminal Server Client
e - O5Disk (C:) | Office | Visio
| . . .
4 Devices with Remova , OIS . Windows
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Action

8. | Right-click on the Outlook folder and | Outlook =
select Copy. | PlayReady . _
Open in new window
. Portable Devices ] o
Outlook ] Scan with Sophos Anti-Virus
‘ J Terminal Server
| Visio Share with
Copy | Windows Restore previous versions
e %5 Combine supported files in Acrobat...
| Windows Media o
| Windows Sidebar, Include in library
Send to
Cut
Copy
9. | Paste the folder onto your (U:) Drive or - | — YT %]
other local network location. &=l Computer s bis i M
File Edit View Tools Help
Organize - MNew folder =
e 0SDisk (C) & Name .
58 § (\WsOHR\OHR) (S0 _
View »
e (A FsOHRVOHRAU) (W) —
[ Sort by 2
o MCG (NWMCG-f03) (V)
@ SOPHOS (\\MCG-FO3\MCG\DTS\t T '
L;I | Refresh
l;' ~ W Customize this folder...
— 2 items Paste
u.ty Paste shortcut
——————————————— Undeo Copy Ctrl+Z
Mew 3
Properties
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Creating a Folder for your PST file(s) in Outlook

Now that you have found and copied your PST file(s), you will need to create a folder in Outlook to store them in. Follow the steps below to create a folder
in your Outlook Inbox.

Step [ Action
1. Open your Microsoft Office Outlook by = _
clicking on the icon in your start menu {1 Microsoft Office Outlook 2007 I\ .
or your desktop. »
k? Internet Explorer »
m Greenshot
[ Microsoft Office Outlook 2007
o e Meoxzilla Firefox 3 E é '
T adobe | Ll
}‘ Adobe Acrobat X Pro g Recycle Bin Internet Microsoft
Explorer  Office Outl...
Calculator
P AllPrograms
Search programs and files 2 |
B9 B
— OR
2. Locate Mailbox in your Mail Folders Mail Eolders A
menu. (Typically docked on the left
. (Typically . L] All Mail Items
side of your Outlook window.)
= B4t Mailbox -
&Gt Mailbox ’_E,'?_ Deleted Items
L% Drafts [4]
L] Inbox
L @ Junk E-mail
L Outbox
L[] R55 Feeds =
L+ Sent Items
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Action

Right-click and select New Folder.

4 MNew Folder...

Mail Folders
2] Al Mail Items

b3

Calendar

Today

o E5F Mailbox - ===

) Deleted | Qpen

L7 Drafts [4 Open in New Window

[ Inbox

L@l Junk E-m
|4 outbox | [ MNew Folder...
LE] RS5 Feed
[Z] sent Tter

ae  Rename "Mailbox -

Add to Favorite Folders

H L@ Search F Process All Marked Headers

Name the folder and click OK.

Mame:

Folder & -PST

Folder contains:

[Mail and Post Items

Select where to place the folder:

B4 Mailbox - M S S
£ Archive Folders

£4 Mailbox - Change Management
4 Mailbox -

,__;'i Public Folders

Cancel

The new folder will appear in the
Folders menu.

Select the folder by clicking on it once.

Mail Folders
£] Al Mail Items

= E5t Mailbox -
(&) Deleted Hems
L7 Drafts [4]
[CJ Folder & - PST
[ Inbox
@ Junk E-mail

r
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Importing PST data into Outlook

Now that you have created a folder in Outlook to store your PST, you need to put your PST data in it. This will allow for you to access PST files in your
desktop version of Outlook or in Outlook Web Access (OWA). Follow the steps below to import your PST data.

Step | Action

1. | Click File.

) iEiie Edit View Go Tools Actions
Click Import and export.

Mew 3

Import and Export... i Open 3

B, |

Close All Itermns

(@ Save As.

Save Attachments 3 -
If you do not see “Import and Export™: Folder , ]
Click File. Data File Management...
Click Open. Import and Export...
Click Import. : 1
Archive...

2. | Select “Import from another program of

file”. Choose an action to perform:
. Export R55 Feeds to an OPML file
Click Next. Export to a file
Import a VCARD file . vcf)

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

Impart Internet Mail Account Settings
Import Internet Mail and Addresses
Import RS5 Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Import data from other programs or files, induding
ACT!, Lotus Organizer, Personal Folders [PST),
database files, text files, and others,

< Back [ Mext = Cancel ]
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Step

Action

3. | Select “Personal Folder File (.pst)”.
Select file type to import from:
Click Next. Lotus Organizer 5.x "
Microsoft Access 97-2003
Microsoft Excel 97-2003
Qutlook Express 4.x, 5.%, 6.x or Windows Mail
Personal Address Book
Personal Folder File (,pst]
Tab Separated Values (DOS)
Tab Separated Values (Windows) 57
<Back || Mext> |
4. | Click Browse to locate the archive PST

that was copied to your (U:) Drive in
Steps 8 & 9 of “Finding and Copying
your PST Files”.

Browse...

Click Next.

File to impart

| U\Outook\archive.pst

Options
(@ Replace duplicates with items imported
() Allow duplicates to be ceated

(") Do not import duplicates

<Back || Mext>

| [Bmwse... |_
L

Cancel
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Step

Action

5. | Make sure that the box next to “Include
subfolders” is checked. Select the folder to import from:
= .@ Archive Folders -
[¥] Indude subfolders ﬁ Calendar B
@ Deleted Items ‘E
Select “Import Items into the current C3 Inbox -
folder”. S Journal
| e T Y T, 7
i@ Import items into the current folder Tt HE e
Click Einish. @ Import items into the current folder
(71 Import items into the same folder in:
[ < Back ][ Finish Cancel
6. | The files will begin to import. This may Mail Folders

take several minutes, depending on the
size of your personal files.

Your mailbox will not be available for
use at this time, however it will sync after
the file migration process occurs.

Once complete, you will notice that your
inbox is preserved and your PST is also
available under the folder you created in
Step 3.

When you log into OWA, your PST will
also appear under your inbox. It may take
a few moments for all of your data to
download upon initial migration.

2] Al Mail Items

= 5t Mailbox -
# 5] Deleted ltems (1)
L7 Drafts [4]
=) ] Folder A - PST
1 Deleted Items
® 3 Inbox
1 sent Items
=20 Inbox
3
=N
|

Ca

@

<«

Desktop Version —T
OWA

v

New mail

Inbox

Drafts [4]

Sent ltems
Deleted Items 1
Folder A - PST
Junk E-mail
Notes

RSS Feeds

] Office 365 Outlook

£ Search mail and people

CONVERSATIONS BY DATE ™

Unread To me Flagged

There are no items to
show in this view.
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