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About Personal Folder Files

A personal folder is an Outlook 2007 folder that is stored on your
computer. You can easily save your e-mail messages and items in this
folder. Your personal file folder is displayed in the Outlook 2007 folder
view with your other folders. A personal folder functions just like your
regular e-mail except that its content resides on your computer (offline)
instead of on your e-mail server (online).

There are a number of reasons why you may want to use personal
folders. For example, if you have exceeded your mailbox limit and you
need to store additional e-mail on your computer, or you want to keep e-

mail on your computer instead of on your e-mail server. Also, personal

Wr files can be moved to storage locations other than your compuy

How To Create Personal Folder Files

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

? In the New Outlook Data File
dialog box, click the type of storage || meesofswoaze:

Office Outlook Personal Folders File (.pst)
yO u p I’efe r. | | Outiook 97-2002 Personal Falders File (.pst)

Note The Office Outlook | _
Personal Folder File (.pst) | e
provides more storage capacity and
multilingual support than the
Outlook 97-2002 Personal
Folders file (.pst),but it is not
compatible with Outlook 97-2002.

New Outlook Data File llj

Provides more storage capacdity for items and folders.
Supports multiingual Unicode data. Mot compatible with
Qutiook 97, 98, 2000, and 2002,

3 Click OK.
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4 In the Create or Open Outlook Data File dialog box, accept the
default name for your personal folder file in the File Name box and

click OK.

5 In the Create Microsoft
Personal Folders dialog
box, type a name for your
personal folders. This name
appears in your Outlook 2007
Folders list. To add a
password to your personal
folder file, fill out the
password section.

6 Click OK.

Your personal folder file is now on your hard
drive and displayed in Outlook 2007 with the

rest of your e-mail folders.

Create Microsoft Pers::nn_aa[*}l::'l.ders - &J
g e

| File: C:\UsersksemamaAppData\Local \MicrosoftiOut!

Mame:  |Personal Folders

Format:  Personal Folders File

Password

Password:

Verify Password:

[ save this passward in your password list

[ OK ] ’ Cancel

Folder List «

All Folders 3
2] All Outiook Ttems -

= €4 Mailbox - User name

ﬁ Calendar
8= Contacts

# {3 Deleted Items
L7 Drafts

= [ Inbox
55_ Journal
[ gl Junk E-mail
| Motes
L= outbox

# L[] RSS Feeds
=7 sent tems

H [ Synclssues
& Tasks

& LS Search Folders
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Find Your Personal Folder Files The name and location of the .pst file displays as shown below.

Here's how to find your .pst files when you need to copy or move them.
Note Your .pst files are hidden. Because .pst files are not displayed in

your file folders, you may have difficulty finding them. The default i J®| 5 » Search Results in Indered Locations - [ 49 -ipet 1
Iocatlon Of your ,pst ﬁle |S here: j Show onl}:@ E-mail Document  Picture Music Other Advanced Searchf:{\;:‘ﬂ

C:\Users\ YourAlias\AppData\Local\Microsoft\Outlook\Personal Location |immaiemine - e ereiy Fliname
Folders(1). [pate - | [any =] |9r26/2008 - Tags Addatag

; . Size (KB} | Authors Add an author
1 CIICk the Start (e ) bUttonl and then CIICk SearCh [#]Include nen-indexed, hidden, and system files (might be slow) )

File Edit View Tools Help

Wy Organize ~ = Views ~ | SaveSearch ,® Search Toolks ~

2 Click Advanced Search. Select the Include non-indexed, hidden,

and system files (might be slow) check box. ohetoee | Name P e — ro—
E Documents @ 9/26/2006 139 PM  Microsoft Oﬂlce...@
E Pictures Did you find what you were searching for?
E" Music |4 Search in File Contents

(# Recently Ch...

i Searches

Location [ﬂ. Indexed Locations v] Filename Specify filename

Tags Addatag

~| [any =] [9/26/2008

Authors .;\dd an author

| Search

1| [¥]Include non-indexed, hidden, and system files (might be slow)

3 In the Search dialog box, type *.pst.
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