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HOWTO Create Outlook 2007 PST

Copy all Outlook contents from the Exchange server to a PST file which may be stored locally or stored on the local file server.

These are the instructions for creating a .pst file in Outlook 2007. Creating a .pst file (Personal Folder Storage) allows users to

free up space in their server mailbox by archiving old email messages and filing them in a local pst file accordingly.

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

lv, Outlook Today - Microsoft Outlook

: File | Edit View Go Tools Actons Help
New 4 ‘y Post in This Folder Ctrl=Shift=S &)
Open » |4 Folder.. Ctrl=Shift+E
P Closg All Items Ll Search Folder... Ctrl=Shift=P |
1 Folder 4 Navigation Pane Shortcut... -
Data File Management... S Appointment Ctri=Shift=A F—
Import and Export... 83 Contact Ctrl+Shift=C bo‘
Archive... & Distribution List Ctrl+Shift=L
d Print.. Qr+P |3 Task Ctri=Shift+K
Exit 35 Journal Entry Ctri=Shift+J
4 J
(7| Drafts w| Note Ctrl+Shift=N
L Inbox €3 Internet Fax Ctrl+Shift+X
L @ Junk E-mail
&) Outbox 5] Choose Form...
® L) RSS Feeds =} Choose InfoPath Form... Ctrl=Shift=T
L Sent Items .
L Search Folders Outlook Data File...

2. Inthe Types of storage area, click Office Outlook Personal Folders File (.pst) to create a new Outlook 2007
.pst file. Click Outlook 97-2002 Personal Folders File (.pst) to create a new Outlook .pst file that is compatible

with earlier versions of Outlook. Once you decide which type of storage area you would like to use, click OK.
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3.

4.

New Outlook Data File @

Types of storage:
i
‘Outlook 97-2002 Personal Folders Flle {.pst)

Description

Provides more storage capacity for items and Folders.
Supports multilingual Unicode data. Not compatible with
OQutlook 97, 98, 2000, and 2002.

[ OK ][ Cancel ]

Use the default Outlook folder location, or you can locate a different folder location. In the File name box, type a

name for the new .pst file, or you can use the default name. Click OK.

Create or Open Outlook Data File

Savein: | ) Owlook v @ R XEEE"
(63 Deskrop | {2 outlook
My
'—}Documen!s
My
i':on‘(.\l.ntt.'w
o) My
o
File pame: Personal Folders(1) v
Save 85 LYPE: | parsonal Folders Files v
Todks ~ [ ok | coxe |

In the Name box, type a title for the .pst file, or you can use the default title of Personal Folders. The title that you
enter in the Name box is the name that is used on the Outlook 2007 All Mail Folders list, and it is applied to any
shortcuts that are made for the .pst file on the Outlook Bar. We suggest that you name the file according to its
purpose to help with filing, whether it be chronological, special-purpose or otherwise. You can also set a

password for the .pst file. After you select the settings that you want, click OK.
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Create Microsoft Personal Folders @

File: [ C:\Documents and Settings' - ~ Alocal 5 ]

Name: lNovemberI ]

Format: l Personal Folders File ]

Password

Password: l ]

Yerify Password: ‘ ]

[]save this password in your password list

[ OK ] [ Cancel ]

5. The new .pst file is added to the Outlook 2007 All Mail Folders list. To view the Folder List, simply locate the

newly created folder from the list in the left-pane.

) November - Microsoft Outlook

: File Edit View Go Tools Actions Help

 @ANew ~ | @&l 33 X | CaReply (§Replyto All
) Search _
D5 52
Mail « || =3 November
Favorite Folders A ig._,;.;;n bovembe
[ 7 Inbox

l Click here to enable Inst;

(-3 Sent Items
Mail Folders

2] All Mail Items v

= QC,& Personal Folders

@ Deleted Items
Drafts
[j Inbox
L@ Junk E-mail
() Outbox

# [[) RSS Feeds
LZ] Sent Items
BJ Search Folders

Arranged By: Date

»

There are no items

(8] Deleted Items
L Search Folders

6. Now you export your entire outllok profile to the newly created PST.
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7. Click on File.
8. Click on Import/Export.

8 Outioch 1.4., i 1uved) Oultoh

A Cortans
» 7y Unintet Bews
A Dratve
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Jagred
@ Mh Lot
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A v
1) Sent oo -
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9. Choose the Export to a file option and then pick file type Personal Folder File (.pst).

10.  Select the folder to export from, not forgetting to include all subfolders.
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Export Qutlook Data File | E |

Save exported file as:

|JCAL\ﬂumments‘l,Duﬂmk Files‘l,test.'i_'.pst| [Bmwse... ]
Y’f Options
F, (7 Replace duplicates with items exported

i@ Allow duplicate items to be created

(7 Do not export duplicate items

11.  Make sure to allow duplicate items.

12.  Then click finish

13.  This may take a few minutes if you have a lot of email and attachments.

14.  After this is complete all of your outlook information will be in the newly created pst.

#H##

Author: Nick Evans
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