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Importing your mail from an Outlook file
(*.pst) into 0365
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Introduction

Mailbox size used to be more limited to what it is today. As part of managing your mailbox or if
keeping the size of your mailbox down, you may have exported mail out of your mailbox and stored
it in an Outlook Data File (*.pst) that you would connect to when you needed to refer to it.

With the shift to using OneDrive for Business for file storage and now having larger mailbox sizes;
you will need to make a decision on mail stored in any Outlook Data Files (*.pst) since they cannot
be stored in your OneDrive for Business library.

The following procedure will walk you through importing the mail stored in Outlook Data Files into
your 0365 mailbox. Depending on how much mail you have and how large each Outlook Data File
(*.pst) file is, will depend on how long the process will take. After you are done, it is important to
verify the mail is now in your 0365 mailbox and then to delete the Outlook Data Files (*.pst).

After your mail is imported, if using Outlook installed on a workstation, you will need to decide how
much (1 month, 3 months, etc. up to all) of the mail in your 0365 mailbox you will want to store
locally. The more you choose to store locally, the more space you will need on your local hard drive.
If you are accessing your mail from a browser, all your mail will be readily available in your 0365
mailbox, no need to choose how much mail you want available.
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2. Importing mail from an Outlook Data file (*.pst) into 0365
For each *.pst file you want to import (it could take hours to import each .pst depending on how big
each file is), do the following.

NOTE: You probably don’t want to be actively using Outlook at the time you are importing as
Outlook may not be responsive. Plan for a time where you can start the import and not use Outlook.
Instead, log onto the 0365 Portal and read your email from there until the import finishes.

2.1. Open Outlook 2016

2.2. If you have your Outlook Data file (*.pst) files currently connected to your Outlook profile, you
will need to disconnect from it before importing. Scroll down in the left menu, if the Outlook
file is currently connected, right-click it and select Close “Name of archive”:

v
i Archives - . }
Bem  Open in New Window
Open File Location |
B
Close "Archives"
Mew Folder...
B |
Show in Favorites
21 SortSubfolders Ato Z
I test
Data File P rties...
- — . |- ata File Propertie

Then exit Outlook and reopen Outlook to ensure it is free from any connections to the Outlook
Data File (*.pst)

2.3. Create a new folder where the email from the Outlook Data File (*.pst) will be imported into by
right-clicking and selecting “New folder” where you wish to create it.

In this example, I'm creating a new folder inside inbox where | will import into:
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http://portal.microsoftonline.com/

File Home Send / Receive Falder
[=1 @ . rlﬁylgnore
=1 &= -
Clean Up 7|
New  Mew Meet Schedule
Email ltems~ Now Meeting~ &DJ“”k'
New WebEx Deletd
» Favorites <
&
& @commnet.edu
Archive
Deleted ltems
Drafts

Int an

I Outbox

Sent Iter

Schedul Copy Folder

]
EE  Open in New Wi
Junk Err = P _V
MNew Folder...

2.4. When you are ready to import the mail, navigate to that folder, so that when you begin the
import process you will import into that folder:

Send / Receive

i®commnet.edu - O

_Imported Archives -

=& O

MNew  New
Email Items~

Mew WebEx
I Favarites
4 @commnetedu
Archive

Deleted ltems 33

Drafts [116]

Inbox 326

Junk Email [296]
I+ Outbox

Sent ltems

Scheduled

Meet  Schedule
Now  Meeting =

Folder View Adobe PDF @ Tell me what you want to do...
Ignore Meeting
7= Clean Up~
Delete | Reply Reply Forward More
& Junk~ Al
Delete Respaond Quick Steps
<
All Unread
MNavigate to the folder you want I ——

to import mail into before you

beqin the import process.

2.5. Select File — Open & Export, then select Import/Export:
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©
Open

Open & Export

Open Calendar
Save As E Open a calendar file in Outlook (.ics, ves).

Save as Adobe

PDF Open Outlook Data File
D Open an Outlook data file {.pst).

Import/Export
2

Impaort ar export files and settings.

Office Account Other User's Folder

28 Open a folder shared by another user,
Options

Exit

2.6. Select “Import from another program or file” and click Next:

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Impart a VCARD file [vf)

Impart an iCalendar [.ics) or wCalendar file [.wes

Import from another program or file
Import R55 Feeds from an OPML file
Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [.P5T) and text files,

< Back I MNext > || Cancel

2.7. Then select “Outlook Data File (.pst)” and click Next:
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Import a File

Select file type to import from:

Comma Separated Values
Cutlook Data File [.pst)

/’

| < Back |I Mext = || Cancel |

2.8. Browse to the folder where you will be importing the mail into (most likely the one you just

created).

NOTE: If you are importing multiple Outlook Data Files (*.pst) — the last .pst you imported will
be listed. Make sure you use the Browse button to browse for the next .pst file. Then change
the option to “Do not import duplicates” and then click Next:

Import Outlook Data File *

File to import

[ J | Browse... |

Options

{:} Replace duplicates with items imported
C}Alluw duplicates to be created
(® Do not import duplicates

< Back ” Mext = || Cancel

2.9. The next window is where you will be configuring what email is imported and where the mail is
placed:
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Import Outlook Data File et

Select the folder to import from:

E:E i@commnet.edu

Include subfolders

@ Import items into the current folder

O Import items into the same folder in:

@commnet.edu v

< Back Finish Cancel

Select what you are importing from the Outlook Data file (*.pst)
Under “Select the folder to import from:”, you can select all the mail in the Outlook Data
File (*.pst) by selecting your mailbox at the top or you can select just a sub folder and
only mail in that subfolder will be imported. If you don’t wish to import mail found in
the subfolders, make sure “Include subfolders” is not enabled.

Select where you want to put the mail being imported
On the bottom part of the window, we highly recommend importing the mail into a
particular folder by selecting “Import items into the current folder”. NOTE: You will
have had to already navigated to that folder before you started to import. If you did not
navigate to the folder you want to impor into, click Cancel, navigate to that folder and
start the import process again.

When you click Finish, your mail will now begin to be imported.

IMPORTANT: Once you have confirmed the mail is now located in your 0365 mailbox using the
search tips outlined in the next section, you need to delete the .pst file so it is not imported
during any automatic process that locates Outlook Data Files and imports them into 0365
mailboxes.
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3. Searching and Outlook indexing
When you want to search for an item in your mailbox, the items you are searching need to first be
indexed before they will show up in a search. If you have just imported mail into your 0365 mailbox
or adjusted how much mail you are storing locally, you will need to wait for them to be indexed or
you may have to rebuild your index to include those items.

You can view/modify your search index and perform advanced searches from the Search ribbon that
appears when you are using the Search feature. When you click into the search bar.

Remember to note what it is set to search. In this example, it is set to search the Current Mailbox. If
you only want to search a folder, first navigate to the folder you want to search and remember to
change “Current Mailbox” to “Current folder”:

I'UIIL_"' ¥ T

Quick Steps ﬁ Iove Tags Find ”
earch Current Mailbox [Ctrl+E) 2 Current Mailbox -

SUBJECT RECEIVED - SIZE CATE. |%¥ -
—————

The Search ribbon appears. From the Search ribbon you can use the Search Tools to check your
indexing status:

| Search

Q Tell me what you want to do...

his Week - [™ Flagged {) ni B
3 58 ! -

! Important

ategorized Recent Search  Close
= + More - Searches~ Tools=  Search
Refine Indexing Status...
E Locations to Search  #
TO | E Advanced Find...
= £ Find Public Folder...
S Indexing Status - x

EE. Search Options...
Iﬁ Qutlook has finished indexing all of your items.

O items remaining to be indexed.

Or you can view or modify your Search Options:
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[ 1] FH This Week ~ [™ Flagged N3 llll B
m . . 2 1
. oz Sent To~ ! Important
ategorized Recent Search Close
- 2 Unread * More - Searches~ Toals~  Search
Refinge Optiol 15 Indexing Status...
E Locations to Search  »  Lrrent Mad [Ctrl=E) pol |Current Mailt
|TO B3 Advanced Find.. |RECEIVED ™ [SIZE  |CATE. |[¥
=7 Find Public Folder...
) EE; Search Options...

This launches the Search Options window (this window is also available from File — Options — Search)
and you can change other search settings and indexing options, including rebuilding your search

index:

Outlook Options

General

Mail

Calendar

Groups

Pecple

Tasks

Search

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

p Change how items are searched with Instant Search.
Sources
@ Change the Outlook stores indexed by Windows Search

Results

@

Include results only from:

() Current folder

() Current folder. Current mailbox when searching from the inbox
® Current mailbox

) All mailboxes

[] Include messages from the Deleted items folder in each data file when searching in All ltems

When possible, display results as the query is typed
[] Improve search speed by limiting the number of results shown

Highlight search terms in the results

Highlight colon

Notify me when results might be limited because search indexing is not complete

Indexing Options...

0K | | Cancel

After your mail items are indexed, there are several ways you can search your mailbox. You can
enter items into the search feature. There are many ways to narrow your search criteria. Refer to
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this Microsoft document: https://support.office.com/en-us/article/Learn-to-narrow-your-search-
criteria-for-better-searches-in-Outlook-d824d1e9-a255-4c8a-8553-276fb895a8da

You can also perform an Advanced Find from the Search ribbon — Search Tools — Advanced Find:

Search
[ £ This Week -~ [ Flagged f) IT 8
III i Sent To~ ! Important =
tegorized Recent Search = Close
- £ Unread & More - Searches = Tools*  Search
Refine Optio 7 Indexing Status... ~
E Locations to Search rent Mailbox (Ctrl=E) £ | Current Mailbox =
0 [2 Advanced Find... RECEIVED ¥ |SIZE  |CATE.. |¥ -
=1 Find Public Folder...
rew Danajovits, Joseph F EE. Search Options... Wed 1/31/2018 %.... 33 KB

You also can create custom Search Folders. NOTE: Search Folders only search what is stored locally
on your hard drive (that you configured in Section 4):

FANE = WEIININE B ERL M B R

Mew Search Folder *

-§ Select a Search Folder:

) Reading Mail FY

Unread mail

Mail flagged for follow up
Mail either unread or flagged for follow up
Important mail
Mail from People and Lists
Mail from and to specific people
Mail from specific people
Mail sent directly to me

Mail sent to public groups
Organizing Mail W

4 Search Folders
Customize Search Folder:

Search mail in: @commnet.edu e

= 1] Il

4. View the size of your 0365 mailbox
After you have imported any Outlook Data Files (*.pst) into your mailbox, you will want to know the
size of your 0365 mailbox in 0365 so you can adjust how much you keep locally on your
workstation. This is how much of your 100 Gb mailbox you are currently using.
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From Outlook 2016, click File:

Save as Adobe
PDF

Office Account

Options

Exit

TNOOR = RZDITSKWCOMMNeELsou - UUTIOOR |

Account Information

c @commnet.edu
U) Microsoft Exchange

# Add Account

llaes
Account
Settings

Account Settings

Change settings for this account or set up more v |

connections. 4
Access this account on the web.
https://outlook.office365.com/owa/commnet.edw/

Change

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or
not svailable to respond to e-mail messages.

Mailbox Cleanup
Manage the size of your mailbox

W 91 GB free of 99 GB

ing Deleted Items and archiving.

Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and receve
updates when items are added, changed, or removed.

In this example, the 0365 mailbox is about 9 Gb.

Use this information to decide how much you want to (and can, based on your hard drive space)
keep locally on your hard drive.

Configure how much mail you want to store locally
If using Outlook installed on your workstation and allowed by your workstation policies, you may be

able to configure how much mail you want available locally from your workstation. You'll first want

to check the size you have available on your local hard drive. You can configure it to store as little as

3 days of mail to as much as your entire mailbox locally on your workstation. You should have

enough free space available on your local hard drive to accommodate for future mail as well.

5.1. Use the File Browser to view how much free space you have on your hard drive. Right click on

your hard drive and click Properties:
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~ Devices and drives (2)

O5SDisk ()
(1 |
(1] I
Mgy 140 GB free of 237 GB
£ . 0O5Disk (C:) Properties >
5
Security Previous Versions Quota CErV
General Tools Hardware Sharing [
. | | urit
1] 05 Disk |
- ree
Type: Local Disk

File system:  MTFS

. |sed space: 104.618,328.064 bytes 574GE

. Free space: 150,810,587.136 bytes 140 GB
Capacity: 255,428,915,200 bytes 237 GB
‘n )
.
Dirive C: Digk Cleanup

[ ] Compress this drive to save disk space

Allow files on this dive to have contents indexed in addition to
file properties

Cancel Apply

In this example, this hard drive has 140 Gb of space available which is plenty of room to store
all or some of the 9 Gb 0365 mailbox shown in section 3.

5.2. From Outlook 2016, click File — Account Settings, Account Settings...
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Account Information

Open & Export

c/"] i@commnet.edu
L

Save As Microsoft Exchange

d= Add Account

@ Account Settings
&

Save Attachments e T

Save as Adobe
PDF

connections.
Settings ~ Access thi unt on the web,

. 5.com/owa/commnet.edu/
® Account Settings...
.{} Add and remove accounts or

change existing connection settings.

Then change to the E-mail tab and double click your account to see a slider that will determine
how much mail is stored locally on your workstation:

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail  DataFiles RSSFeeds SharePoint Lists et Calendars Published Calendars Address Books

o New... 3 repair. (3 Chang 8055 Detauit X Remove € &

Name Type
Q‘- @commnet.edu Microsoft Exchange (send from this account by det..,
1
Change Account
Server Settings

Enter the Microsoft Exchange Server settings for your account.

User Name:

Selected accq
Offline Settings

[41 Use Cached Exchange Mode
Mail to keep offline: ' 3 months

brvony vomevne

Mail is stored on your workstation in this location:
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C:\Users\<profile>\AppData\Local\Microsoft\Outlook
The filename will be your account name followed by .ost

It will take some time to change the mail that is stored locally, it is not instantaneous. If you put
the slider all the way to the right at “all”’— your .ost file will be about the size of your 0365
mailbox (shown in section 3)

We recommend only storing locally what you typically refer back to. Searching mail that is not
stored locally (i.e is beyond what you have the slider set to — for example if you are only storing
3 months and you are looking for an item from a year ago) can be done using the “Search
Current Mailbox” feature described next.

To verify what is available locally on your workstation, from your inbox, use the right scroll bar
to scroll all the way to the bottom. If you have more mail stored in 0365 than on your
workstation you will see the following message with a link to load the mail that is not stored

locally:
All Unread Search Current Mailbox (Ctrl+E} L | Current Mailbox ~
B 1% Do ||[FrOM TO SUBJECT RECEIVED ¥ SIZE \'4 -
Tue 10/31/2017 11:12 AM 236 KB
Tue 10/31/2017 10:44 AM 52 KB
=] Tue 10/31/2017 10:17 AM 178 KB

=3 Tue 10/31/2017 10:13 AM 195 KB
Tue 10/31/2017 10:12 AM 121 KB
Tue 10/31/2017 10:01 AM 47 KB
1] Tue 10/31/2017 9:53 AM 136 KB
1] Tue 10/31/2017 9:38 AM 157 KB
1] Tue 10/31/2017 8:36 AM 183 KB

Tue 10/31/2017 j:46 AM 179 KB

Click here to view more on Microsoft Exchange \

v

In the example above, the slider was set to keep 3 months of mail and the last item before the
message was 3 months ago.

You will need to click “Click here to view more on Microsoft Exchange” to view mail that is
stored in your 0365 mailbox but not locally on your workstation.
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