The University of Akron Microsoft Outlook: Automatic Back Up of Personal Folders

Using an Automatic Back Up for
Outlook 2003® and Outlook 2007®
Personal Folders

Part 171 Install the Personal Folder Backup Utility

Note: You should close Outlook and any other applications before
installing the backup utility.

1. Click on the Start button M in the lower left corner of the screen.
2. Select Control Panel from the menu. The Control Panel window is displayed.
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3. Double click on the Run Advertised Programs icon :\3
The Run Advertised Programs window is displayed.

% Run Advertised Programs =13

Run programs from Systems Management Server: Category: |Fu|| Categories ﬂ

Program Mame | Last Run Time | Last Run Stat
=1 McAfee SiteAdvisor 22.1.3- USinet In...  4/23/2007 3:29:58 PM  Successful
=1 Microsoft Intemet Explorer 6.0 5P 11....  1/26/2006 3:52.10 FM  Successful
=1 M5 Access SnapShot Viewer - UAlnte... 842272007 9:19:07 AM  Successful
=1 M5 FrontPage 2003 11.05614.0- UA...  4/7/2006 7.07-47 AM Successful
=1 M5 Joumal Viewer 1.5.2316.0 English ... 8/27/2007 10:29:10 AM  Successful
[ M5 Office Communicator 2005 1.0.55...  3/22/2006 9:08:13AM  Successful
1 e A . 1/26/2006 35919 PM  Successful

i
UL ey .-

2003 Personal

i .. 232007 10:23:01 AM Successful
[ Poirtzec Mobile Technologies Pointse...  1/29/2007 8:05:04 AM  Successful

=1 Sonic RecordMow! Plus 7.3 - UAnet In... 1/26/2006 4:03:34 PM  Successful —
=1 System Information - UAnet Bxecution  8/23/2007 12:58:18 PM  Successful =+
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4. Click once on MS Outlook 2003 Personal Folder Backup. Note: Even though the
program indi cat e srsidh®il dlsb voork lith OBIE®I32007.t hi s v e
5. Click on Run.
6. If you are running Outlook you will be prompted to close the application before you can
continue. If this is the case close Outlook and then click the Retry button.

“ rosoft Outlook Personal Folders Backup E

The following applications should be closed before continuing the
install:

Inbo - Microsoft Outlook

Cancel ] [ Retry ] [ lgnare
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7. Follow the on-screen instructions to install the utility. Click the Next button to continue.

Welcome to the Microsoft
Qutlook Personal Folders
Backup Installation Wizard

It iz stronaly recommended that you exit all
Windows programs before running thiz Setup
Program.

Click Cancel ta quit Setup and cloze any
programs you have running. Click Mest to
caontinue with the Setup pragram .

WARMIMG: This program iz protected by copyright
law and intemational treaties.

Unauthorized reproduction or digtribution of this
progrann, of any partion of it, may result in severe

civil and criminal penalties, and will be prosecuted
ko the marimurn extent pozzible under law.

Q Mest » Cancel ]
——

8. Click the response | accept the License Agreement and then click the Next button.

i Microsoft Outlook Personal Folders Backup Setup

License Agreement

ou must agree with the licenze displaved below to procee.

SUPPLEMEMTAL EMD USER. LICENSE AGREEMENT FOR MICROSOFT SOFTWARE COMPOMENT Tl
IMPORTANT: READ CAREFULLY - This Supplemental End User License Agreement
("Supplemental EJLA") governs wour rights to the software components that accompany this
Supplemental EULA, including any online or electronic documentation {colleckively referred ko as
"Supplemental Components™). The Supplemental Components are provided to update existing
software andfor documentation. BY INSTALLING, COPYIMG, OR OTHERWISE USIMNG THE
SUPPLEMEMTAL COMPOMENTS, YO AGREE TO BE BOUND BY THE TERMS OF THE EMD LISER
LICENSE AGREEMEMNT THAT ACCOMPANIED THE SOFTWARE THAT THE SUPPLEMEMNTAL
COMPONEMTS UPDATE {“Software™) (THE "Software EULA") AND THIS SUPPLEMENTAL ELILA.
IF ¥OU DO NOT AGREE TO THESE TERMS AND CONDITIONS, DO NOT INSTALL, COPY OR. USE
THE SUPPLEMENTAL COMPOMENTS.

NOTE: IF YOU DO NOT HAVE A VALID LICENSE FOR THE SOFTWARE, YOU ARE NOT
AUTHORIZED TO INSTALL, COPY OR OTHERWISE UISE THE SUPPLEMENTAL COMPONENTS,

< (#) | accept the Licensze Aaresment >
& Agreement

[ Feset ] [ < Back (H Mext > ] [ Cancel
T —
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9. The installation confirmation screen is displayed. Click Next.

% Microsoft Outlook Personal Folders Backup Setup

Start Installation

Are you ready to install?

Press the Mext button to begin or the Back button ta reenter the installation
information,

[ <Back( " Mext > ],[ Cancel ]
N

10. The progress window will display. Finally, there will be a confirmation screen indicating
the installation is completed. Click Finish.

: AEE
Microsoft Outlook Personal

Folders Backup has been
successfully installed

Press the Finish button to exit this installation.

[ T
N

Version 2008.01.24 Learning Technologies/Software Training Services Page 4
©2006 The University of Akron. These materials may not be reproduced in whole or in part without the express written
permission of The University of Akron



The University of Akron

Microsoft Outlook: Automatic Back Up of Personal Folders

Part 2: Adjust the Outlook Backup Settings

1. Open Outlook®. From the File Menu scroll down to and click Backup.

Inbox - Microsoft Outlook:

il File | Edt Yiew Go Tools 2

Mew

Qpen

Close All Ttems

4

4

Save As...

Save Attachments

Folder

Data File Management. ..

Import and Export, ..

Archive...

Page Setup

& Print Preyiew

=4 Print...

Chrl+P

Wark COffline

Exit

2. Click Options.

Outlook Personal Folders Backup

3

Save backup copies of these personal folders files:
(Mo files set For backup)

< Options. .. |

Open Backup. .. | Cancel |
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3. Under Reminder, select the number of days between backups. Change the default from
7 to 30 days. Click the box to accept this value.

To select the Personal Folders to back up click the check box next to that group of files.
(Remember, you can have more than one set of personal folders.)

Now, click the Browse button located in the file location area to select where to have the
backup stored.

r x|
! 1

Reminder

[ Remind me ko backup every

Change to
30 days

Backup files
Backup th | Folders files:
e Select the folder(s) to back
Personal Folders - Sue Mckibben <
up.
File lacation

Backup the file selected above ta this lacation:
| C\Documents and Settingsismfi My DocumentsiPersonal Folders{1) ba

Browise, ., k/

QK |

Select the location for the back
up.

Cancel |

4. Select the location in which to store the backup file. This should be the H: drive. There
should be a folder on the H: drive with your last name T place the backup somewhere
under this folder. Click Open to return to the Backup Options dialog box.

Look in: [ < USB MEMORY (2] =] £ E3-
§ ) Recent
J [E} Desktop
1) My Documents
Recent ¢ My Computer

— e Local Disk [C:]
|2 Documents and Settings
() sem32
) Local Settings
() Application Data

y |2) Microsoft
—f/ |2 Dutlook
My Documents 0 COROM (D]
. L JlISB MEMORY [E:]
:E',g &J My Netwark Places
Iy Computer
35
My Metwork  File name: |sem32 backup.pst Open

Places

Lef Ll

Files of type: |P5T Files [".pst)
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5. Once all the settings have been established, from the bottom of the dialog box, click OK.

6. To confirm the setup of the automatic backup, click OK.

Reminder

[V Remind me to backup every |30 _|:j| days

EBackup files

Backup these personal folders Files:

Personal Folders - Sue Mckibben

File location
Backup the file selected abowve o this location:
| H:\FRAMKABKUPYPersonal Folders(1) backup.pst

Browse, ..

Backup E|

¥

Outlook needs to exit before it can backup
wour Personal Folders File(s), Cutlook wil
automatically backup your filels) the next time
wou exit the program.

[ Please do not show me this dialog again

( (o] 4 |> Cancel
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