How to Restore Email from an Archived Folder

1.) Click File
2.) Click Open
3.) Click Import
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M Open a calendar file in Outlook (.ics, vcs).

Open Outlock Data File
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Lﬁ Open an Outlook data file (.pst).

Import

Iﬂ Import files, settings, and RSS Feeds into Outlook.

o~ Other User's Folder
———  Open a folder shared by another user.

4.) Select “Import from another program of file”. 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 (.vcf)

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

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS 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, Outlook data files (.PST),
database files, text files, and others.




5.) Select Outlook Data File (.pst). Click Next.

‘Import a File

Select file type to import from:

Lotus Organizer 4.x

Lotus Organizer 5.x

Microsoft Access 97-2003

Microsoft Excel 37-2003

Outlook Data File (.pst

Qutlook Express 4.x, 5.x, 6.x or Windows Mail
Personal Address Book
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6.) Click Browse...

hive.pst | | Browse... |
Options
@ Replace duplicates with items imported
() Allow duplicates to be created
() Do not import duplicates

| <Back || next> | | Concel |




7.) Locate where you stored your Archive File (.pst). This will typically be in your My
Documents, Outlook Files Folder. Select the file. Click Open.
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@ archive 5/13/20133:16 PM  OQutlook Data File 345,729 KB
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8.) Click the Option “Replace duplicates with items imported.” Click Next.

File to import
‘ t| [Browse... |
Options
@ Replace duplicates with items imported
() Allow duplicates to be created
() Do not import duplicates
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9.) If you only want to import a specific folder, select the folder to import from. Otherwise
select the Archive File name.

Checkmark “Include subfolders”

Select “Import items into the same folder in:”

Select your Outlook email address in the drop down menu
Click Finish

Select the folder to import from:
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Indude subfolders

() Import items into the current folder
(@) Import items into the same folder in:

[ Julie. Tausend @pepperdine.edu [ﬂ

| <Back | Finish | | cancel |

The box will close and your Outlook Mailbox will now be repopulated with your
Archived mail.



