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-Why You Need to Save Your Email using Personal Folders in MS Outlook

If you use Microsoft Exchange Server, your e-mail messages, calendar, and other items are
delivered to and stored on the server. Over a period of time, your content may take up the

spaced allocated to your account on the server.

To save space in your e-mail section on the server, your e-mail messages, calendar, and
other items can be delivered to and stored locally in a personal folders (.pst) file located on

your computer.

The personal folders (.pst) file is the same as in previous versions of Outlook, and is
compatible with Microsoft Outlook 2000, Microsoft Outlook 98, and Microsoft Outlook 97.

g How to Create a Personal Folders (.pst) File While Outlook is Open

Use the following steps to create a personal folders (.pst) file when Outlook is open.

B How to Create a New Personal Folders (.pst) File from the File Menu

B

& Inbox - Microsoft Outlook

File | Edit WView Favorites Tools Actions Help

| New P|JJ Mail Message ctrl+M  Bend
Save As... w ] Postin This Folder  Ctrl+Shift+s
& print.. Cctrl+k  |fF] Distrbutionlist  Cirl+Shift-+H

Exit | Outlook Data ...

¥

£ @ Guhlin, Miguel [Fwd: Bilingu
= Guhlin, Miguel Re: PW: web
b Guhlin, Miguel IT Team Mesg
= @ Guhlin, Miguel Re: Revised
£y 0 Guhlin, Miguel [Fued: Fitv: W0
[ Guhlin, Miguel Collaboration
= Guhlin, Miguel Re: Personal
@ Guhlin, Miguel Re: Personal
Calendar ) Guhlin, Miguel TEKS Towers
S @ Guhlin, Miguel Re: Personal

1. On the File menu, point to New, and
then click Outlook Data File.

Mew Outlook Data File

Types of storage:

Description
Provides storage of items and folders. Compatible
with Outlook 97, 98, and 2000 files.

Cancel

o]

2. Under Types of storage, click Personal

Folders file (.pst), and then click OK.
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B How to Create a New Personal Folders File from the Tools Menu

& Inbox - Microsoft Outlook

File Edit View Favorites | Tools | Actions Help
Hinew - & ¥ | Gorepl Address Book...  Ctrl4Shift48 oo
Qut of Office Assistant...
<P Back = . |
(@ Empty "Deleted Ttems” Folder
Outlock Shortouts Look for:
Tools on the Web... 3
GG |
@ & C| E-mail Accounts... | Fold
g i Spri
Outlook Today = Customize... ab
Gy 0c oot Fold
Options...
g
=] ¥
[ Guhlin, Miguel il motto
@ Guhlin, Miguel TA:TEKS Web pad
£ 0 Guhlin, Miguel Updating TA:TEKS]
] Guhlin, Miguel [Fwd: RE: [Fwd: H
Calendar =) Guhlin, Miguel Re: Re-boot site i

£% 0 Guhlin, Miguel

[Fwed: FW: [Fwd:

E-mail Accounts

E-mail Accounts

You can change the e-mail accounts and directories that Outlook

E-mail
™ Add a new e-mail account

f*" Aiew or change existing e-mail accounts;

Directory
™ Add a new directory or address book

™ View or change existing directories or address b

1. While in Outlook, click Tools, and then

click E-Mail Accounts to open the E-Mail

Accounts dialog box.

E-mail Accounts

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

COutlook processes e-mail for these accounts in the following order:

Mame Type
Exchange (Default)

Microsoft Exchange Server

< [

Deliver new e-mail to the following location:
Personal Folders -

Mew Qutlook Data File. .. |

< Back

Fir}

3.
the New Outlook Data File button.

In the E-Mail Accounts dialog box, click

2. Under the E-Mail section, click View or
Change Existing Email Accounts, and
then click Next.

New Cutlook Data File

Types of storage:

Personal Folders File {.pst)

Description
Provides storage of items and folders. Compatible
with Outlook 97, 98, and 2000 files.

o]

Cancel

Under Types of Storage, click
Personal Folders File (.pst), and then
click OK.
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