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How to add old pst file and import contacts to exchange

<+ Import old data file

1. Select Data File Management in File menu.
[E] old-email - Microzoft Outlook

Mew

Open

Cloze All lkems

Save bz
i Sawve Attachments 3
Folder 3

Data File tManagement... | |

Import and Export...

Aychive...

Fage Setup 3
Frint Presiew

Frint.. Chrl+F

whork Offline

E xit

2. Select Add to add old data file in new mailbox
Outlook Data Files

3. Select path of the old data file, click OK.
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Create or Open Dutlook Data File
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4. Click OK
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<+ Add old contacts to exchange
1. Select Folder List in left panel
Outlook Today - Microzoft Dutlook

ﬁ old-ermail
ﬁ Public Folders
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[ata File Management. ..

e =

2. right click contacts select Copy “Contacts”
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[E] Outlook Today - Microsoft Dutlook
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3. Select exchange mailbox and click ok
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4. Select new add contacts (for example Contacts2)
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Contacts2 - Microsoft Outlook
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5. Double click someoneriﬁ_:fight panel , put your mouse over the address under line ,click the icon
beside it
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6. Select Send Mail (someone’s mail address)
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™= Someone - S5BG - Contact
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Schedule a Meeting...

Add or Edit Phone Numbers. .. | 3

Send kail [Somonel@szsbg. com. ch)

Additional Actions

Create Bule...
Send Options...

Outlook Properties...




