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The Exchange Server and Personal Folders

All messages are handled by the Exchange Server; this arrangement allows access to mail via the
Internet (refer to the document, Accessing Microsoft Outlook 2003® from the Web) from any
computer on or off campus as well as from the local computer.

As an alternative to storing mail on the server, one may choose to store items (or some mail
messages or other items) on a local computer’s hard drive by placing these in a Personal Folder.
It is important to keep in mind the following concepts when working with Personal Folders:
= Personal Folders are NOT viewable via Outlook 2003 Web Access.
= |f the storage quota on the server approaches the maximum (100 MB), items can be
moved to Personal Folders to free up space on the server.
= Personal Folders are available even when the network or mail delivery service is down.
= Personal Folders should only be stored on your local drive — Do NOT store personal
folders on a network drive.
= Personal Folders are NOT backed up unless the desktop’s owner initiates file back-ups.

Creating a Personal Folder

A personal folder can be created and then sub-folders added to help categorize mail messages.
Sub-folders enable easy searching for messages — rather than storing all messages in one giant
space. Keep in mind-- personal folders are NOT be backed up unless the owner of the local
unit chooses to back up the folder.

To create a Personal Folder:
1. From the menu bar: File > Data File Management

Inbox - Microsoft Outlook:

! File | Edit  Wiew Go  Tools [ A
H MNew 3

l open [ 3

Close All Items

] Save As.., /

Folder J 3

Data File Management. ..

Import and Expott. ..

Archive...

i Page Setup 3
3| Print Preyview
=4 Frirt... Chrl+P
Work Offline
Ezit
Version 2006.11.02 Learning Technologies/Software Training Services Page 1

©2005 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



Microsoft Outlook 2003®: Creating Personal Folders The University of Akron

©2005 The University of Akron.
These materials were developed and are owned by the University of Akron. All rights reserved.

The Outlook Data Files dialog box opens.

Outlook Data Files E

Data Files
Select a data file in the list, then click Settings for more details or click
Open Folder to display the folder that contains the data File. To move or
copy these files, wou must First shut down Qutlaak,
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2. If one wishes to learrYmore about data files, click the button in the upper right corner
entitled, Tell me more . . . . Make certain to click the hyperlinks which expands the
information on data files, if interested in a specific sub-topic.
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After wou open a Microsoft Outlook data File, the name of the folder associated with the data file appears in the Folder
List (Folder List: Displays the Folders available in wour mailbos, To wiew subfolders, click the plus sign (+) next to the
falder. If the Falder List is not visible, on the Go menu, click Folder List.). To view the Folder List (Folder List: Displays
the Folders available in your mailboz, To wiew subfolders, click the plus sign {+) next to the Folder, IF the Folder List is not
visible, on the Go meny, click Folder Lisk.}, on the Go menu, dick Folder List, By default, the Folder will be called
Personal Folders,

About Outlook data files

The type of e-mail account you use primarily determines haw your e-mail messages, calendar, and other items {item: An
item is the basic element that holds information in Cutlook (similar ko a file in other programs), Items incude e-mail
messages, appoinkments, contacts, tasks, journal entries, notes, posted items, and documents.) are delivered and
shored.

w+ Microsoft Exchange Server e-mail account

If wou use an Exchange server e-mail account, typically vour e-mail messages, calendar, and other ibems (item: &n item
is the basic element that holds information in Cutlook (similar o a file in other programs), Items include e-mail messages,
appointrments, contacts, tasks, journal entries, notes, posted items, and documents, ) are delivered to and stored on the
server,

‘aou can also work offline or use Cached Exchange Made. & local copy of wour items is kept on vour computer in an
OFfline Folder file { ost) (Offline Folder file: The file on your hard disk that contains offline folders, The offline Folder file
has an .ost extension, You can create it automatically when vou set up Qutlook or when wou First make a folder available
offline. ). The .ost file is synchronized with the Exchange server, OFfline Folder files allow you to worlk with vour items
when a connection to the Exchange server may not be possible or desired.

= POP3, IMAP, and HTTP e-mail accounts

If vou don't use an e-mail account on an Exchange server, your e-mail messages, calendar, and other items are
delivered to and skored locally in a Personal Folders File {.pst) (Personal Folders File ( pst): Data File that stares vour
messages and other items on your computer, You can assign a .pst file ta be the default delivery location for e-mail
messages, You can use a ,pst to organize and back up items for safekeeping, ) called Outlook, pst, Qutlook, pst is the
default data file. In Microsoft Office Qutlook 2003, a new Personal Folders File Format, called Microsoft Qutlook Personal
Falders file {.pst) is introduced that offers greater storage capacity For items and Folders and supparts mulkilingual
Unicode {Unicode: A character encoding standard developed by the Unicode Consartiurn, By using more than one byte to
represent each characker, Unicode enables almost all of the writken languages in the world to be represented by using a
single characker set, ) data, A file created in the Microsoft Qutlook Personal Folders file {.pst) format is not compatible
with previous versions of Outlook and cannot be opened in a previous version of Outlook,

To create a data file that is compatible with earlier versions of Outlook, use the Microsoft Outlook 97-2002 Personal
Folders file {.pst) Format. This file Format is the same as the Format that was available in previous versions of Qutlook, It
does not support multiingual Unicode data and offers the same storage capacity that was available in previous versions.

Working with data files
+ Use a data file ko organize or back up items

* ‘You can create additional data files if vou want ko organize Cutlook items into specific folders, For example, you

minht want b keen All messanes Fram A snecific ramnany in & senarate daka file. When von create the data File, van
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3. Inthe Outlook Data Files dialog window, click Add.

Outlook Data Files

Data Files

Select a data file in the list, then click Settings For more details or click
Open Folder to display the folder that contains the data file, To move or
copy these files, vou must first shut down Outlook,

Tell Me More...
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4. The New Outlook Data File window appears, under Types of storage the program

indicates it will be creating Personal Folders File (.pst). Choose Office Outlook
Personal Folders File. Click OK.

ew Outlook Data File

Types of storage:

CFfice Outlook. Personal Folders File §.pst)
Cuklook 97-2002 Personal Folders File (.pst)

Descripkion

Provides maore skorage capacity For ikems and Folders,
Supporks mulkilingual Unicode data, Mok compatible with
Cutlook 97, 95, 2000, and 2002,

[ Ok, ][ Cancel ]

5. The Create or Open Outlook Data File dialog window appears. It is suggested NOT to
change the default location shown in Save in field at the top of the window. Specify a
name for the file in the field File name; a good suggestion would be to use one’s last
name or initials. If shown, do not remove the file extension, *.pst. Click OK.
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6. In the field identified as Name, enter a name for the Personal Folder file. A good idea is
to use one’s owp name (e.g., Sue Smith) or specify “Personal Folders” for the folder
name. Another dption is to name the file “Personal Folder (Sue Smith),” placing a name
after the indication\ of the type of folder.

Creale Microsoft Personal Folders E]

File: CiDocuments and Settingstsem32iLocal Set
Mame: personal Folders--sem322
Format: | Personal Folders File

Encryprion Sekking

{:} Mo Encryption
(%) Compressible Encryption
(") High Encryption

Password
Password:
Yerify Password:

[]5ave this passward in vour password lisk

[ Ok, ] [ Cancel l

7. Do not change the default Compressible Encryption in the Encyryption Setting.
8. A Personal Folder may be password protected.

NOTE: If this password is forgotten, it is not possible for the technical staff to
determine what is was and the mail would become unrecoverable.

9. Click OK.
10. The Outlook Data Files dialog box is re-displayed. Notice that there is now a listing for
the Personal Folders shown as a data store. Click Close.

C utlook Data Files

D'\ta Files

¥lect a data file in the list, then click Settings for more details ar click Tell Me Maore
Oken Folder b displary the Folder that contains the data file, To move or
coky these files, you must first shut down Outlook,
Filename Comment
al Folders... Ci\Documents and Setbin. ..
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