
 

Outlook 
 

Search PST-file & Import 



2  

(This page was intentionally left blank.) 



3  

Table of contents 
  1         PST script and import ........................................................................................................ 4 

1.1 Install "Find Outlook PST Files" ..................................................................................... 4 

1.2 Import PST into Outlook online mail archive ............................................................. 5 

 

 



4 
 

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'. 

 
 
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. 

 
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: 

 
 
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. 
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In the next window, choose: "Import from another program or file" and click "next". 
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Then choose "Outlook data File(*.pst)" and click "next". 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
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". 
 

 
 
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
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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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