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USW - Data Migration

This user guide is to help you move a PST/OST file after your data has
been migrated to One Drive.

Instructions will begin on page 3 of this document.

Overview - What is a PST?

If you’ve used Outlook for any length of time, you’ve likely heard of PST files. Each email account you
set up in Outlook gets its own database in the form of a personal storage table (PST) file, where
Archived emails, calendar items, contacts, and reminders are all stored instead of your Mailbox.

File Home Send / Receive Folder

Locations of your Outlook PSTs can be viewed by clicking on the File tab

Account Information

|_|-|_| Info

u 0365.testl@southwales.ac.uk
Microsoft Exchange

+ Add Account

(O Account Settings
N

Open & Export

Change settings for this account or set up more
Account connections.

Settings ~ " Access this account on the web.

™ m/owa/southwales.ac.uk/
count Settings...

N or Android.

Add and remove accounts or change
existing connection settings.

Select Account Settings

Account Settings X

Data Files
Outlook Data Files

Email DataFiles RSSFeeds SharePoint Lists Internet Calendars Published Calendars Address Books

LgAdd.. 5 Settings.. @ SetasDefault X Remove [ Open File Location...

Name Location

|Archive N: drive 171215 to N:AEmail\Archive7.pst
Q0365.test1@southwales.ac.uk C\Users\jswilson\AppData\Local\Microsoft\Outlook\0365.test1@southwales

On the Data Files tab you will see .PST file(s) listed (if you are using them).
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There may be several PSTs listed and you will need to copy/move from all PSTs stored on the
network (usually N: or Z: drive) if you wish the data to be still accessible in Outlook.

The Name of the file Saes s e G will match how the file is seen in Outlook i.e.

7

4 Archive M: drive 171215 to 4
Inbox
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Complete these steps if you wish to migrate your PST from your One
Drive

Adding a PST to Outlook

Only follow these steps if your PST has moved to OneDrive and you haven’t imported it to Outlook
prior to the N: drive move (as explained in the guide PSD userguide for N drive).

Download PST from OneDrive

°  OneDrive L Search
T Upload ¥ |£ Share @ Copylink g Sync

My files > Email £

[ Name ~ Modified | ~
[*1 5_archive_serv2 (1).pst February 24
[~ Archive6.pst July 7, 2021
Downloads B3 Q@ e 5'~:>
al Archivef.pst
1,300 KBys - 47.1 ME of 417 ME, 3 mins l=ft
Downloads g Qe 51?

Archiveb.pst could harm your device. Do you want
to keep it anyway?

Keep Delete

Select Keep
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File Home Send / Receive Folde

IZ'_ % IS Ignore m E

IEZ Clean Up ~
Mew  Mew Delete Archiv

Email Items ~ r%J“”kv

MNew Delete

In Outlook select File

Account Information

janetwilsan@southwales.ac.uk

Open & Export Microsoft Exchange

+ Add Account

p Account Settings
&

Change settings for this account or set up more
Account connections.
Settings ~ o

Access this account on the web,

hitt outlook.office365.com/owa/southwales.ac.u

= This mailbox is an retention hold. ltems will not expire
automatically.

= Get the Outlook app for iOS or Android.

Account Settings

% Account Settings

Change settings for this account or set up more

Account connections,
Settings ~ " Access this account on the web.
m/owa/southwales.ac.uk/
Account Settings...

hold, ltems will not expire
Add and remove accounts or change g

existing connection settings.

or Anrenird

Account Settings

Data Files
Outlook Data Files

Email ~ DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

g Add... @ Settings... Q Set as Default )( Remove (5 Open File Location...

Mame Location

Select Add
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E Create or Open Qutlook Data File X
«~ v 4 * » ThisPC » Downloads L [V] 2 Search Downloads
Organize + MNew folder =3 2]
E] Documents A Narne ~
Download
b Downloads  Today (2)
J! Music
Archivef.pst
=] Pictures d_archive_serv.pst
B videos R, R
25 Windamwe 03 N >
File name: | Archiveb.pst ”
Save as type: | Outlook Data File (*.pst) v
[] Add Optional
Password
A Hide Folders Tools = Cancel

Select the file that you downloaded (should be in your Downloads folder)

OK

Account Settings
Data Files
Outlook Data Files
Email ~ DataFiles RSSFeeds SharePointlists Internet Calendars Published Calendars Address Books

g Add.. 5 Settings.. @ SetasDefault X Remove [ Open File Location..,

Mame Location
o janetwilson@south.., Ch\Users\jswilson\AppData\Local\Microsoft\Outlook\janet.wilson@southwale...
SharePaoint Lists Chlsers\jswilson'AppData\Local\Microsoft\Outlook\SharePoint Lists.pst

Email 20Aug13 to 16... Ch\Users\jswilson\Downloads\Archive6.pst

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More...
display the folder that contains the data file. To move or copy these files, you must first shut
down Outlook.

Close

Close

File Home Send / Receive Fold

F_ﬂ_ % IS Ignore m E

[EZ Clean Up ~

Mew  Mew Delete Archiy
Email Items ~ p@J“”kv
MNew Delete

> Favorites
> janetwilson@southwales.ac.uk
> Office 365 SharePoint Admin

~Email 20Aug13 to 161215

Once the PST is in Outlook please continue to the follow the steps below.
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How can | move or copy Mail from PST to Office 365 Mailbox?
Create a Destination Folder within your 0365 Mailbox

40365test1@ = A
Eem Open in New Window
I Inbox 14
Open File Location
Drafts
Sent [tems
o | | Mew Folder... |

- J

On the Left-Hand pane Right-Click on your Mailbox i.e. firstname.lastname@southwales.ac.uk

Select New Folder...

4 0365.test1 @southwales.ac...
|Persnnal Folders| I

Enter the name you wish to call the folder, e.g. Personal Folders

4 0365.test1@southw
Flnbox 14
Drafts
Sent ltems
Deleted lterms 23
Archive
I Conversation History
Junk Email
Qutbox
Personal Folders
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You can choose to Copy or Move the folders you created yourself within Outlook and these should

transfer successfully into Office 365.

Inbuilt Outlook folders such as Inbox, Deleted Items and Sent Items will need to be copied instead.

~Archive N: drive 171215 to
Inbox

» Sent ltems
Deleted ltems

> _UNI
Drafts

» Mail read by recipient

» Miscellaneous Ma'
Outbox +|_=| Open in New Window

Search Folders D MNew Folder...

[T Rename Folder

> Office 365 Sha = Copy Folder

]
[f:‘, Move Folder ]
AN 7

On your Personal Folder (PST) right-click on the folder you wish to move

Select Move Folder

Move Folder >

Pove the selected folder to the folder:

E Calendar LS | 0K I
A= Contacts
D Conversation History Cancel
@. lournal
[ Junk Email Mew..,
D Motes
E.? Cuthoy
[ D Personal Folders ]

7

Select the folder created previously i.e. “Personal Folders”

OK

When the Move starts you will see the following on the bottom of the screen

| Updating This folder is up to date.  Processing ... Il |

or

|AII folders are up to date. Pracessing ... NG |

Clicking on the bar will bring up the task details
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'gﬁ Message Manage Progress — it
0 of 1 Tasks have completed successfully Cancel All
| i

<< Details

Tasks  Errors

Mame Progress Remaining

¥ Moving folders 1 5 Minutes

Cancel Task

From ‘Miscellaneous Mail’ to "Personal Folders’

Progress will show while copying, time may go up and down for large folders

'-ﬁ Message Manage Progress — ey

1 of 1 Tasks have completed successfully cancel All

| << Details

Tasks  Errars

Mame Progress Remaining

V"aning folders Completed

Task will show Completed once done

'gﬁ Message Manage Progress — >
0 of 1 Tasks have completed successfully Cancel All

Tasks

<= Details

Clicking on Errors tab will show any errors that have occurred.
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Copy Folders

Outlook folders such as Inbox, Deleted Items and Sent Items will need to be copied.

If you have not created a folder as shown on page 6, you will need to do this first.

s Archive N: drive 171215 to

Inbox
» S5ent ltems

Deleted ltems +|—=| Open in Mew Window
> UNI [ New Folder..

Drafts

9

i

» Mail read by recip
B Copy Folder

Right-Click on folder and select Copy Folder

Copy Folder X

Copy the selected folder to the folder:

E; Ciuth o Fs | oK |

[ ] Personal Folders ]
@ R55 Subscriptions Cancel

Select the folder created previously i.e. “Personal Folders”

OK

Microsoft Qutlook

"} -

Copying folders
From "Sent tems’ to 'Personal Folders’

I Cancel

60 Seconds Remaining

Microsoft Qutlock x

Cannot move or copy folders. Cannot copy folder. A top-level folder cannot be copied to one of its subfolders. Or, you may not have appropriate permissions for the folder. To check your permissions for the folder,

! right-click the folder, and then click Properties on the shortcut menu,

On Inbuilt folders you may get an error, however this does not mean that the Copy hasn’t worked.
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v Archive N: drive 171215 to
Inbox
> 5ent ltems
Deleted ltems
> _UNI
Drafts
> Mail read by recipient
> Miscellaneous Mail
Outbox
Search Folders

= BH K B -

v 0365.test1@southwales.ac.uk
> Inbox
Drafts
Sent ltems
Deleted ltems
Archive
» Conversation History
Junk Email
Outbox
~ Personal Folders
» Miscellaneous Mail
> Other
~ Sent [tems
Recovered

RSS Subscriptions

E Rq few

PUBLIC / CYHOEDDUS

Iltems:1,361 | I Items: 1,361 |

To check if all items have copied, compare the item counts on both folders to see if they match.

10
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Remove PST from Outlook Profile

Once you have successfully moved or copied your folders to Office 365, you will need to remove
your PST file from your Outlook profile.

File ] Home Send f Receive Folder

In Outlook, click on File

S Account Information
fal Info

neen [
+ Add Account

(O Account Settings

ange settings for this account or set up more
A Chang gsforth P
Account connections.
Settings ~

= Access this account on the web,

m/owa/southwales.ac.uk/

Account Settings... .
Add and remove accounts or change orAndroid.
existing connection settings.
Select Account Settings
Account Settings X

Data Files
Qutlook Data Files

Email  DataFiles RSSFeeds SharePointLists Internet Calendars Published Calendars Address Books

LgAdd.. 5 Settings.. @ SetasDefault X Remove (=) Open File Location...

Name Location

|Archive N: drive 171215 to N:\Email\Archive7.pst
Q 0365.test1@southwales.ac.uk  C\Users\jswilson\AppData\Local\Microsoft\Outlook\0365.test1@southwales

On the Data Files tab you will see .PST file(s)

Highlight the file(s) to remove from Outlook

g Add... ﬁSettings... Q Set as Default )( emove [25) Opeh File Location...

Mame Location

o o365.test1 @southw... C\Users\jswilson'AppDatatLocal\MicrosoftyOutlookio365.test1 @southwales....
SharePoint Lists ChUsers\jswilson\AppData\Local\Microsoft\Outlook\SharePoint Lists - 0365_t...
Archive N: drive 1712... M:A\EmailvArchive?.pst

Microsoft Qutleok

0 Are you sure you want to remove this Outlook Data File?

Select a data file in the list, then click Settings for m
i i t3 file, To maol

Click Remove

Yes

11
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If you have more than one PST you will need to repeat the task for each PST you have (see Page 6).
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