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1 PST script and import

1.1 Install "Find Outlook PST Files"

Via the Software Center you can find and install the application 'Find Outlook PST
Files'.
t}}‘ Software Center
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TUDelft Delft University of Technology (Employees)

Applications Applications > Application details
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[ Installation status m

£X Options

Status: Available
Version: 1.1
Date published: Not specified

Restart required: No

Download size: Less than 1 MB
Estimated time: Not specified
Total components: 0

Once the installation is complete, you will see "Find-PST" in the Windows program
list.
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Start "Find-PST" via Windows - Program List.

85! Scan for PST files on Drives C and H (Not Responding)

Scanning drive C for PST files with owner fkrijgsman.
This program may be unresponsive while scanning, please be patient...

The local disk (C drive) and the personal network share (H disk) are searched. This
may take some time before it shows where the PST files are located.

In this example, PST files are found on both drives:

85! Scan for PST files on Drives C and H

‘ Scanning drive C for PST files with owner_

This program may be unresponsive while scanning, please be patient...

C:\Temp\exotest.pst - Size (MB): 0.26

Total PST files found on drive C: 1

Scanning drive H for PST files.

This program may be unresponsive while scanning, please be patient...

H:\My Documents\Outlook Files\Outlook.pst - Size (MB): 0.26
H:\temp\exotest.pst - Size (MB): 0.26

Total PST files found on drive H: 2

Now it is known where the PST files are located and you can import them through
Outlook.

1.2 Import PST into Outlook online mail archive

In the current Outlook version it is still possible to open a PST file separately, but that
will change in the new Outlook. Reading the PST file into an online mail archive is a
better option, so that the information is always available.

The following is the method to import a PST into an online mail archive:

Launch Outlook and go to File — Open & Export — Option Import/Export.



Open

Open Calendar
CE | o

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

Save As

Open Outlook Data File
g 3

Open an Outlook data file (.pst).
Open Outlook

Data File
¢ Import/Export
= Import or export files and settings.
Import/Export

Other User's Folder
e

Open a folder shared by another user.
Other User's

Office Account Folder

In the next window, choose: "Import from another program or file" and click "next".

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file (wcf)

Import an iCalendar (.ics) or vCalendar file (vcs)

ort from another program or file
Import RSS Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook data
files ((PST) and text files.

< Back Cancel




Then choose "Outlook data File(*.pst)" and click "next".

Import a File

Select file type to import from:

Comma SeEarated Values

Then click on "browse" and find the location of the PST file. When it is found in the
explorer, click on "open” and confirm with "next".

Import Outlook Data File X

File to import
man'DocumentsiOutlook Files\backup.pst Browse...
Options
@ Replace duplicates with items imported
(O Allow duplicates to be created
(O Do not import duplicates

< Back Cancel

Then set up the "import Outlook Data File". In the example below, the PST file is added
to the user's online mail archive. If you don't have an online mail archive yet, please

request one first: Online Mail Archiving - Self-Service Portal (topdesk.net)


https://tudelft.topdesk.net/tas/public/ssp/content/detail/service?unid=d9f06afd97d24eb7a1fb6238a995bafd&from=97b213b6-a261-42ff-98e0-77794027ed5a

Import Outlock Data File X

Select the folder to import from:

> F‘g QOutlook Data File

Include subfolders Filter...

() Import items into the current folder

(®) Import items into the same folder in:

Online Archive - _@tudelﬂ.nl b

< Back Cancel

After you have determined the correct setting, click "finish" and the PST will be
imported into the online mail archive. If you want to import another PST, repeat the
steps above.

Is the manual incorrect or do you want to give feedback on it? Go to the relevant
ICT manuals page and click on "Report it here". You can also report via
ict-servicedesk@tudelft.nl.



https://tudelft.topdesk.net/tas/public/ssp/content/detail/service?unid=dbba8b1e647f49be9889aa047d7ae8eb
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