How to Import a CAHE.PST file into Microsoft Outlook

1. Itisimportant to put the “cahe.pst” file somewhere where it can easily be found.

Y ou will typically download it from a server in Las Cruces and save it somewhere
on your hard disk. You will likely be asked when you want the file saved and |
suggest either on your desktop or in the “My Documents’ folder so you can find it
during the import.

2. Open Microsoft Office Outlook. If you have an older version of the CAHE
address book, you will need to delete it before you import the new one. To do
this, click on the “Contacts’ tab on the lower left side of your Outlook window to
show the Contacts page. Y ou will want to be at the Contacts page whether you

have an old CAHE address list or not, so that the instructions that follow make

File Edit ‘iew Go Tools
aduew - | S 3 K| ¥
) Search H

Contacts [
My Contacts I

%5 Contacts

%5 Contacts in Mailbox - Help D)
%5 CAHE in Mailbox - Help Desl
=] POLYCOM in Mailbos: - Help
8

Current Yiew

@ Address Cards

() Detalled Address Cards
{3 Phone List

3 By Cateqgory

2 By Company

3 By Location

3 By Follow-up Flag

©pen Shared Contacts. ..
Share My Contacts,.,
Customize Current Yiew...

L4 Mail
_:ﬁ Calendar

% Contacts
z Tasks

blCE @& 2k

|26 trems |

ERICEEEEY
more sense. 9u% At the top right side of that page, you will seethe
list of contact lists. Right click on the CAHE list and choose the * Delete




“CAHE"" selection. If CAHE isnot listed, you don’t have an old CAHE address

My Contacts

& Contacts -
8] Conkacts in Mailbox - Help Df | EAUERES!
8] CAHE in Mailbox - Help Des

4-HFOU
(8] POLYCOM n Mailbos: - Help [ | ¢
E
[ Open TEl
Curren
] OpeninNew Window
&
i al
o Advanced Find...
5
O BT Moye "CAHE" .
OB cony e
o N.F
& ‘._ﬂ Delete "CAHE" =

de Rename "CAHE"...

ha 4 Mew Folder...

Cusl Remove from My Contacts
@ Move Up in List N
Mark All as Rgad A,
3]
L4 N shaning..
B3 Froperties RE

listin Outlook and you can skipto Step 3. e i |7
3. Select “File” from the menu bar, and Click on “Import and Export”. If you

cannot see “Import and Export” on the drop-down menu, wait a few seconds and
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4. Inthe*Import and Export Wizard” window, Highlight the “Import from another
program or file” selection, then Click the “ Next”

Import and Export Wizard

Choose an action ta perform:

Export ta a file
Irpart & WCARD File (L wef)
Import an iCalendar or vCalendar File {ves

Imnport From another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

i~ Descripkion

Import data from other programs or files, including
ACT!, Lotus Organizer, Personal Folders [ PST),
Schedule+, database files, text files, and others.
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In the “Import a File” window, Highlight the “Personal Folder Filt‘e(.pst)”
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Import a File

Select file type to import from:

selection, and Click the “Next” button.
In the “Import Personal Files” window, Click on the “Browse” button, which will
open the “Open Personal Folders” window. In thiswindow, you need to locate
and Highlight the “cahe.pst” file you want to import, then Click the “Open”
button. The " Open Personal Folders” window will disappear and focus will
return to the “Import Personal Folders’ window. Click on the “Next”
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A dialog box will appear asking for apassword. If you were not told the
password before, you may contact the CAHE Technology Help Desk at 646-3305
and they can giveit to you. | have found that you have to enter the password

twice for the dialog box to go away.

In the “Import Personal Folders” window, Highlight “ Personal Folders.” Be sure

the “Import items into the current folder” selection is selected, then Click on the
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Y ou will receive awarning about the current folder. Just answer “Yes’ and the
address list will be imported. Now, you should see “CAHE” in your list under
My Contacts on the Contact page.

Most people want the CAHE address book to be referred to first when you are
trying to find an address. To do this, right click on “CAHE” in My Contacts and
Click on the Properties Selection. The CAHE Properties window will appear.
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the checkbox next to “ Show thisfolder as an e-mail Address Book” is checked.
Click on the “OK” button.

Now that the CAHE Contact List will show in your Address Book, you must tell
Outlook that you want to use it for looking up addresses. To do this, click on the

Address Book button on the main tool bar . This will give you the Address
Book window. Click on “Tools’ on the menu bar of this window and select
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Addressing window. Under “Show this address
list first:”, you will want to choose CAHE. Under “Keep Personal Addressesin:”
you will want to choose Contacts. The longer list at the bottom lets you put all of
your address listsin order of how you want them searched for an email address.
Usualy, you will want CAHE at the top of the list and Contacts second. This
way, when you are looking for an email address, CAHE addresses will be found
first, followed by those you have added yourself. Y ou can change the order of
items here by highlighting an item and using the up or down buttons just to the
right of the list to move that item up or down. When everything isright, click on
the “OK™ button.




12. You arefinished!!



