How to Import Personal Folders to Outlook

1. Open up outlook. Click on Tools then click on Advance settings
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2. Click on the Data Files tab then click on Add...
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Select a data file in the list, then dick Settings for more details or dick Open Folder to display the Tell Me More...
folder that contains the data file. To move or copy these files, you must first shut down Outloock. —




3. Make sure Office Outlook Personal Folder File (.pst) is selected and then click OK
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Supports multiingual Unicode data. Mot compatible with
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4. Here you want to find your pst’s. Select the pst you want to add and then click on ok.
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Click ok
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Repeat steps 2 - 6 until all of your pst’s are added.

When you are done selecting all of your pst click on close.
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Select a data file in the list, then dick Settings for more details or dick Open Folder to display the
folder that contains the data file. To move or copy these files, you must first shut down Qutlook. =
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