Creating and Using a Personal Store
to Manage Mail

Using a Personal Store (PST) isagreat way to maintain archived mail data while keeping
your mailbox quota manageable. A PST issimply atype of amailbox file on your local
machine that Outlook can use. PST is the filename extension used by Outlook; it can
also be known as Personal Folders or Local Folders.

How to Create a PST

From the Outlook M enu Bar, select Tools> E-Mail Accounts.

Select the View or change existing e-mail accounts radio button and click the Next
button.

In the E-mail Accounts dialog box, click the New Outlook Data File button.

E-mail Accounts E'
E-mail Accounts
‘ou can select an account and change its settings or remove it
CQutlook processes e-mail for these accounts in the following order:
Type Change...
Exchange (Default)
Deliver new e-mail bo the Following location:
Mailbios: - PLE0 s (Test) | [ Hew outlook Data File. .
[ < Back ” Finish l [ Cancel ]

In the New Outlook Data File dialog, select Office Outlook Personal FoldersFile (.pst)
and click the OK button.

New Outlook Data File X

Tvpes of skorage:

Office Qutook Personal Folders File {.psk)
Cutlook 97-2002 Personal Folders File (L pst)

Description

Provides more storage capacity for items and Folders,
Supparts multilingual Unicode data, Mot compatible with
Outlook 97, 98, 2000, and 2002.

[8]4 l [ Cancel
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In the Create or Open Outlook Data File dialog, do not change the default location.
Accept the defaults by clicking the OK button.

Note: The PST fileis saved in the following location:
C:\Documents and Settings\<username>\Local Settings\A pplication Data\Microsoft\Outlook

Create or Open Outlook Data File @
Save in: | ) Outlook v| @ Q@ X i E - Tods~

E_’, UM Exchange TestMail Account-00000003 . pst

&

Deskiop

=,

My Docurnents

My Computer

J)l
Il Metwork.
Flaces

File name: erconal Foldersi1),psk v| [ oK ]
Save as kype: |Persona| Folders Files (*.pst) v | Cancel
Create Microsoft Personal Folders E|
File: | C:\Documents and Settingsty, © " lLocal 5 |
Narne: | ‘ersonal Folders| |

Format: | Personal Folders File |

Encryption Setting

()Mo Encryption
() Compressible Encryption
(") High Encryption

Password

Password: | |

Werify Passwaord: | |

[]5ave this password in your password list

I oK l [ Cancel ]

The Create Microsoft Persona Folders dialog configures some additional features. We
recommend that you accept the default configuration and click the OK button and then
the Finish button.

Keep in mind that if you set a password on your PST, there is no way to recover the
password or the PST data if you lose the password!
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Y ou should see anew Mail Store named Per sonal Foldersinthe All Mail Folders

navigation pane.

Inbox - Microsoft Outlook
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0 Items

Y ou may now click-and-drag folders from another Mailbox into the Personal Folders
store, or you may create new folders under Personal Folders into which you can click-
and-drag specific messages.
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To create anew folder under Personal Folders

Right-click Personal Folders and select New Folder from the menu.

Inbox - Microsoft Dutlook
D Fle Edt Yew Go Tools Actions  Help
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[ Outbax
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[ open

Openin New Window

Send Link ko This: Falder

Advanced Find...
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0 Ttems | Mew Folder...
Add to Favorite Folders

In the Create New Folder dialog box, give your new folder a descriptive name and select
Personal Folders as the place where this new folder will be created. Click the OK button.

Create New Folder D—<|

Marne:
|.ﬁ.rchi\red il |

Eolder contains:

|Mail and Post Items w |

Select where to place the folder:

% Mailbox - The Manager
I=}Fersonal Folders
=9 Public Falders

[a]4 l [ Cancel
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The new folder will appear under Personal Folders and is ready to receive new messages.

Inbox - Microsoft Outlook
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