1. Search for all your PST files of F: drive
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2. It might be a good idea to copy these to a single folder where you can rationalise what you have. If there are 2 or more with the same name then you will need to rename them all to have slightly different names (I’ve called mine Outlook1 and Outlook2):

[image: image2.png]=lolx|

Ele Edt View Favortes Toos Help

| &

0r-© 3|

O seareh || rders [ |5 50 X 1) |

ks [1] serch sl

EBE

Search Comparion

Search by any or all of the criteria
below.

Allor part of the il name:
gt

A word or phrase in the file:

Lookn
[ sara ()

When was it modified? >
What size s it? >
More advanced options 3

Other search options

Changs preferences

ame InFolder
[T outlookt pst Di\VENTURESIEXCHANGE.
Outlookz.pst D:)_DRIVERSIMYD_OLD_2000

2 objects

NIEA





3. Copy them to F:\OUTLOOK (ctrl-drag and drop with mouse)
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4. Right Click the “Outlook Today” top-level folder in Outlook:
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and choose “Open Outlook Data file” or equivalent in Office 2000 (something like “Open PST file”)

5. Browse to your F:\OUTLOOK folder and choose one of your pst files:

[image: image5.png]o] (3 OB 25 O 0 st v o W brammtiztrantic | 1 A veposiomar




6. You should now have access to the PST file and its contents – maybe labelled “Personal Folders” , including Contacts, Inbox etc.:
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7. If this is NOT the correct PST file, then close (or “disconnect”) that personal folder: (If you can’t disconnect you may have to go to Tools, Services and remove that Personal Folder in there.)
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If it is the correct one then you just need to set that as your new Personal Folder in Tools, Services, Delivery.
