How to Add a Personal Folder in Outlook


How to Add a Personal Folder (.pst) in Outlook
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1. Open Outlook

2. Select the yellow folder list icon at the bottom of the screen. (See Box # 2)
3. Select Data File Management (See Box # 3)
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Select “Add” on the Outlook Data Files window (See Box # 4) 
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Select “Office Outlook Personal folders File

6. Select “OK”


7. Select the (C:) drive [Use the down arrow to find the (C:) drive]
8. Select the yellow ‘folder’ icon.
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9. Type “Personal Email Folder” in the New Folder window “Name” field.
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10. Type “Email.pst” in the File Name field and then select “OK”

The “Save as type” box will be pre-selected for you, so you can ignore it.
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11. Select “OK” on the “Create Microsoft Personal Folders”
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12. Select “Close” on the “Outlook Data Files”

[image: image5.jpg]Outlook Data Files
Data Flles:
Select a data il inthe st then clck settings for more detais o cick Tell M M.

‘Open Folder to display the folder that contain the data il To move or
copy thes fils, you must first shut down Outlook.

Name Flename. Comment Settings.
PersonalFolders  CilOutlook MaEmail st
Open Folder

Remave

Close

v





13. You will see your personal folders in your mailbox folder list.
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· You can organize mail messages by creating folders in your personal folder (PST) and moving mail messages to the folders. 
· The mail that you move to your personal folders will no longer be stored on the mail server, therefore you should backup the personal folders (C:/Outlook Mail).

· A Back up can be made by burning the folder or file to a CD disk and storing in a safe place.
NOTE: In many cases, PST files are not permitted to be created or copied to a network server drive. 
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