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Using an Automatic Back Up for  

Outlook 2003® and Outlook 2007® 

 Personal Folders 

 

Part 1 ï Install the Personal Folder Backup Utility 

 

 

 

 

1. Click on the Start button  in the lower left corner of the screen. 

2. Select Control Panel from the menu. The Control Panel window is displayed. 

 

Note:  You should close Outlook and any other applications before 

installing the backup utility. 
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3. Double click on the Run Advertised Programs icon .  

The Run Advertised Programs window is displayed. 

 
4. Click once on MS Outlook 2003 Personal Folder Backup.   Note:  Even though the 

program indicates ñOutlook 2003ò this version will also work with Outlook 2007.  

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.  
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7. Follow the on-screen instructions to install the utility.  Click the Next button to continue.   

 

      
 

8. Click the response I accept the License Agreement and then click the Next button. 
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9. The installation confirmation screen is displayed.  Click Next. 

 

                      
 

10. The progress window will display.  Finally, there will be a confirmation screen indicating 

the installation is completed. Click Finish. 
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Part 2: Adjust the Outlook Backup Settings 
 

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

 

                                                    
 

 

2. Click Options. 
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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. 

 

                          
 

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 ï place the backup somewhere 

under this folder.  Click Open to return to the Backup Options dialog box. 

 

                                                
 

Change to 

30 days 

Select the folder(s) to back 

up.  

Select the location for the back 

up.   
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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. 

 

                       
 


