LAST REVIEWED:
ESD NETWORK ASSURANCE GUIDE 20140108
How To Extract ZIP Files and Open a PST HAST UPDATED:
20161222

PROCEDURES

These procedures are intended to assist in the extracting of compressed files using either Windows built-in
compression capability or the WinZIP program. It is also assumed that the files have been successfully
downloaded from SAFE or copied from CD/DVD to the user’s Desktop.

1. Ensure all files are located within the same folder. NOTE: Some zip files may be broken into
multiple parts to allow ease of downloading. These files will be labeled with a ‘.z## extension (i.e.
DISA-12345.z01, DISA-12345.202, etc). All multi-part files MUST be in the same location.

2. Double click the file with the ‘.zip’ extension.

[ [0 )
- | +4 | | Search New folder o
New folder = 0O @
MName : Date modified Type Size
|| DISA-12345.201 1/4/2014 04:09 Z01 File 51,200 KB
|| DISA-12345.202 1/4/2014 05:38 Z02 File 51,200 KB
2| DISA-12345.zip 1/4/2014 05:40 WinZip File 38,494 KE

3. If WinZip is installed, you will see the following screen (skip to step 4 if using Windows built-in
compression):

U1 F S ¢ v | WinZip- DISA-12385.4p [E=S EER =

Unzip Edit Share Backup Tools Settings View Help Upgrade (7]
= 4

= Folder name: DISA-12345 r ‘;w‘ ‘f ‘ .s -ﬂ- @ Allfiles

" Location: C:\Users\Torrie.Thompson\Desktop'New folder Unzip | Dropbox Google SkyDrive | Search Selected Files

" Drive ~

2 Name Type Modified Size Ratio Packed Path

ﬂ_] DISA-12345.pst Qutlock Data File 1/4/2014 04:03 157,975,552 9% 144374 ..

Selected 0 files, 0 bytes Total 1 file, 154,273KE 80
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a. Click the Unzip icon on the toolbar:

1 - DISA-12345.zip
Share Eackup Tools Sej View Help Upgrad
. . \
¥ e s
T T Dropbox Google SkyDrive
Drive
Unzip Unzip to Cloud
Type Meodified Size Ratio
Outlook Data File 1/4/2014 04:03 157,975,552 9%
b. The file will start extracting:
== =)

WinZip

Extracting DISA-12345.pst

C.

Once the file is extracted, a new window will open showing the extracted file(s):

[E=E EoH =3
+ Desktop » Newfolder » DISA-12345 + | 43| Search DIsA-12345 2|
=~ [ .@.
MName . Date modified Type Size
2 DISA-12345.pst 1/4/2014 04:03 Outlook Data File 154,273 KB

d. Skip to step 5.

4.

If using Windows built-in compression capability, you will see the following screen:

-t

[E=5 BB
—~ =
() |50 » Newfolder » DISA-12345.2ip [ 43| search DISA-1234 £
File Edit View Tools Help
QOrganize = Extract all files = = [ 'ZQ'
i ¥ ssed siz SsW
X Favorites = Name Type Compressed size Password ...
ﬂJ DISA-12345.pst Outlock Data File 140894 KB No
Bl Desktop
. Libraries
3 Documents
rJ"- Music
l=| Pictures v | 4 [1[} = C
= 1item
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a. Click on ‘Extract all files’:

"o o =
kol |;__:_ v MNew folder » DISA-12345.zip

File Edit View Tools Help
——

Organize » Extract all files
_ . Extract all files MName ‘
[ Favorites )
(5] DISA-12345.pst
Bl Desktop

b. Click Extract:

() 1) Batract Compressed (Zipped) Folders
Select a Destination and Extract Files
Files will be extracted to this folder:
[C:\Users\Torrie. Thompson'\Desktop\New folder\DISA-12345] Browse...
Show extracted files when complete
) T

NOTE: Windows built-in compression capability will often error if the compressed file is over 4GB in
size. If you see the following error message, you will need to download WinZip. If no error message
is seen, continue with step 4c.

Copy Folder ﬁ
There is not encugh space on O5Disk. You need an additiofal 5.99 PB tp copy

these files,

05Disk
Space free: 167 GB
Total size: 298 GB

Try Again l [ Cancel
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c. The file will start extracting:

= Copying1 item (150 ME) =] = =

Copying 1 item (150 MB) -.

from DISA-12345... ..\DISA-12345. to DISA-12345 ..\DISA-12345)
Discovered 1 itern (150 ME)...

(™ Mare details

d. Once the file is extracted, a new window will open showing the extracted file(s):

=N ECR =
+ Desktop » Newfolder » DISA-12345 ~ [ 42 || Search DisA-12345 o
jEE - m |@|
MNarme : Date rmodified Type Size
| (8] DISA-12345.pst 1/4/2014 04:03 Outlook Data File 154,273 KB|

5. To open the extracted PST file, Open Outlook and click on File — Open — Open Outlook Data File:

DISA Columbus OH ESD I

Folder View McAfee E-mail Scan Adobe FDF

Open Calendar
Open a calendar file in Qutlook (ics, wves).

Open OQutlook Data File
Open an Outlook data file (.pst).

Import

elp iw Impeort files, settings, and R55 Feeds into Outlook.
ptions
[y |
e

.,,_‘ it Other User's Folder

Open a folder shared by another user.
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a.

Browse to the location of the extracted PST file (Desktop\New Folden\DISA-12345), Select the
file to be opened, and click OK:

|| Open Outlook Data File

- .+ Newfolder » DISA-12345 v | 44 || Search DISA-12345
! ?

Organize » Mew folder

@ Control Panel =
£ Recycle Bin
, _ToDO_
J FelserProfile?:
, 20131224
. MultipartZIP
| Self-Extracting
. DISA-12345 - Copr
| DISA-12345 zip
) Mew folder
. DISA-12345
2l DISA-12345.zip

-

MName

5F] DISA-12345 pst

5=

ol
EEE - E;' |@|
Date medified Type
1/4/2014 04:03 Outloo

<

File name: DISA-12345 pst

m

~ | Outlook Data File (*.pst)

>
Tools v< >

3]

Ok

v

Cancel

On left-hand side of your Outlook window, you will now see a folder with the file name of the
PST you opened (DISA-12345):

5 Inbox

7| Drafts 8]

= Sent tems

3] Deleted Items [11)

[[@ Junk E-Mail [1]
[i= Outbox
L[ RsS Feeds

4 0 Search Folders

& Unread Mail

< > DISA-12345 >

LO Categorized Mail

| HE | = _ - i
O] =5 |+ DI5A-12345 - Microsoft Outlook
File Hame Send / Receive Folder View McAfee E-mail Scan Adaobe PDF
= ) 43 33
u /( 13 1
D@ S X @ ] &
MNew  New ard B - ) - -
E-mail Ttems = &JUHK - & Team E-mail =
Mew Delete Respond Quick Steps
> Favorites <
Search DISA-12345 (Cirl=E)
4 torrie.j.thompson, cv@mail, mil Vi O 0| From Subject

There are na itt
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c. Expand this folder to see the contents of the PST file:
@] &5 = Inbox - DISA-12345 - Microsoft Qutlook
File Home Send / Receive Folder View McAfee E-mail Scan Adobe PDF
-] :‘% i lgnore x ) \kJ ;& 'EMeeting 23 Move to: 7 5 Move ~ [~ Unread/ Read
#=g Clean Up ~ ¢ - ,_‘.} To Manager - Lf} Rules = 9 Categorize =
Mew  Mew Delete Repl Reply Forward B - .
E-mail Iems - | & Junk~ v 2 More & Team E-mail 7| | ¥ onenote | ¥ Follow Up -
MNew Delete Respond Quick Steps ] Maowe Tags
> Favorites £
_____________________________________________________________________________ Search Inbox (CErl+E)
(@ Junk E-Mail [1] “ 1% )| From Subject Received Size
[= Outbox
LE) Rss Feeds 4 Date: Today
40 Search Folders o~ ) Thomps.. Message3 Sat 1/4/2014 03:09 12 MB
L@ Categorized Mail Tl ] 1 Thomps... Message 4 Sat 1/4/2014 03:09 13 MB
O Unread Mail | Thomps.. Message 2 Sat 1/4/2014 03:09 B KB
OISA-12345 <] Thomps.. Re: Message 2 Sat 1/4/2014 03:09 KB
o~ ) Thomps.. Message5 Sat 1/4/2014 03:09 11 MB
@ Deleted ltems
-] ) DISA Col... Re: Message 1 Sat 1/4/2014 03:07 16 MB
A Drafts = o= 1) DISA Col... Fw: Message 1 Sat 1/4/2014 03:07 9MB
[ Inbox (5] ] ] DISA Col... Message 6 Sat 1/4/2014 03:07 10 MB
LA Search Folders
4 Sent Items

6. To close the extracted PST file, right click on the folder name and select ‘Close DISA-12345’;

Open in New Window

Open File Location

Close "DISA-12345° )

Mew Folder...

E-Q dh |

Show in Favaorites

&
[

é?' Data File Properties...

NOTE: The PST file will not be completely closed until you exit Outlook completely.
7. Close any windows which may still be open from the extraction process.

NOTE: Contact your local IT support if you experience any difficulties after following these
instructions.
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