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Managing Your Mailbox in Outlook 2003

The following pages contain instructions for:
e determining the size of your e-mailbox
e creating a personal folder (.pst file) for storing e-mails

To facilitate the state’s ongoing e-mail upgrade, mailbox clean-out must occur.
Business critical e-mails are the priority to remain in your active mailbox. For other
e-mails you may need to reference in the future, it is recommended you store those
items in a personal folder file [Office Outlook Personal Folder File (.pst)].

Create your .pst file and save it at the location (e.g. local hard drive, shared drive)
specified by your agency. See listing of agencies’ preferred storage locations for

.pst files.
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Determine the size of your mailbox:

Right click on “"Mailbox,” click on “properties,” and click the “Folder

Size”

@ Outlook Today - Microsoft Outlook

! File Edit View Go Tools

Actions  Help

i gdNew ~ | =4 | - Send/Rece Outlook Today - [Mailbox -

Folder List

8- Contacts

{a) Deleted Items

2| Drafts

LA Inbox

& Journal

L@ Junk E-Mail

L | Notes

=] Outbox

4 Phishing E-mail

1 RSS Feeds

[ Sent Items
[ Sync Issues

e s |
i__ﬂ Mail
4] Calendar

%é;[ Contacts +|E)'
_ﬁ Tasks

] Properties

General | Home Page l

@ ‘ Mailbox -

Type: Folder containing Mail and Post Items
Location:  Microsoft Office Outlook
Description:

@ Show number of unread items

(7) Show total number of items

When posting to this folder, use: |IPM.Post =
Automatically generate Microsoft Exchange views
Qlder Size, ) [ Advanced...
[ OK ] [ Cancel ] Apply
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Outlook Taday - Microsoft Outlook
§_Ei|e Edit View Go Tools Actions Help

Q;jbj_ew |4 .ﬁ Send;‘R_e_qe(OUthOk Today - [Mailbox - Properties !——? 2
olde General | Home Page M
&l Folders Folder Size (=]
=R Mailbos - Local Data
4] Calendar
|85 Contacts Folder Mame: Mailbox -
@ Deleted Items Size (without subfolders): 0KB
7| Drafts
L4 Inbox Total size (including subfolders): }
4d Journal : —
L@ Junk E-Mai Subfolder Size Total Size
\o| Notes Calendar 443 KB 443KB |=
L3l Outbox Contacts 342 KB 342 KB
1 Phishing E-mail Deleted Items 0KBE 0KBE
Ld RSS Feeds Drafts 0KB 0KB
‘ L] Sent Items Inbox 982543 KB 982543 KB
e NC ISSUSS el | | Journal OKB DKB
L;{ Mail Junk E-Mail 0KB 0KB
- ‘ Notes OKB 0KB ~
141 Calendar
—
kagl Contacts i T
QK ] [ Cancel ] L Apply 7
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The size in this example shows 1001449KB (see previous page).
You can convert to MB using Google as depicted below:

Google

1001449KB to MB pousmems e
1 001 449 Kkilobytes = 977.977539 megabytes

[ Google Search l l I'm Feeling Lucky

i Make Google my homepags

Or you can use the following conversion calculator

http://www.unit-Conversion.info/computer.html
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Create a personal folder via a .pst file to manually move mailbox
information

1) Open Outlook
2) In the Menu Bar Go to “Tools”

5] Outiook Today - Microsoft Outlook

: File Edit View Go | Tools | Actions Help
PoadNew v | 4| _ﬁ o Send/Receive >
== de Find >
21l Folders 4 Address Book..  Ctrl+Shift+B
= 6F Mailbox - (51| Rules and Alerts...

%ﬁ Calendar &) | Empty "Deleted Items" Folder

84 Contacts |

(& Deleted Items E-mail Accounts...

L"Z] Drafts Customize...

L4 Inbox .

&4 Journal Options...

L@ Junk E-Mail 2

3) Click “Email Accounts”

4) Choose “View or change existing e-mail accounts” and click next

E—l}ail.ﬂ.ccounts @

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

() Add a new e-mail account

@) View or change existing e-mail accounts

Directory

) Add a new direckory or address book
“i Miew or change existing directories or address books

= Back F Mexk = ] [ Close
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5) Click "New Outlook Data file”

x I
E-mail Accounts =
You can select an account and change its settings or remove it.

Outl[}k processes e-mail for these accounts in the following order:

Mame Type

Microsoft Exchange Serve Exchange {Default)

Set as Default

Mowe Up

Move Down

Deliver new e-mail to the following location: e
Mailbox - [~ ][ rew Outlook DataFile... |

| <Back || Finsh | [ cancel |
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6) Select “Office Outlook Personal Folder File (.pst)”

ol

E-mail Accounts

L

E-mail Accounts
You can select an account and change its settings or remove it.

Mew Outlook Data File | %]
QOutlook processes e-ma —

Name Lypes o storage:

= [Gffice Outlook Personal Folders File {.pst) ]
Microsoft Exchange S8 | oytlook 97-2002 Personal Folders File (.pst) |

Description

Provides more storage capacity for items and folders.
Supports multilingual Unicode data. Mot compatible with
Outlook 97, 98, 2000, and 2002.

[ OK ] { Cancel J

Deliggr new e-mail to th —
| Mailbox - [Z]J [ Mew Outlook Data File... J

e TET

[ < Back ][ Finish ] [ Cancel ]

7) Click “"OK”
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Save the new “Personal Folder File (.pst)” @to your agency’s preferred
storage location for .pst files

Create a New folder for the “Personal Folder File (.pst)” @
Name the “"New Folder” to host “"Personal Folder File (.pst)”

8)

9)
10)

Note: This is a sample screen - select the storage location specified in step 8.

[~

{ File  Edit [EeTT Open Dutlook Data File
= - d
{ B New s Save in: I"' Local Disk (T j] @ - A FHFE
Folder Lisi (@ peskrop | )39d4cezb2eSebbal+as
All Folders D0Ey
D Iy | )Documents and Settings
2] All Outlook Documents {sProgram Files
=1 251 Mailbox ) EIV N \)Softwars @
[ caled ompLter |2 WINDCWS
|85 Cont .3 My Metwork.
| Flaces
@ Dele
L7 Draft
[ Inbo New Folder 2=l
g?‘ Joury Mame: [Persanal Folder
L@ Junk
a_J. Note Ok I Cancel |
=] Cutk
[ Rss1
=] Sent |
4 I
[~ Mail @
| Calendar
ﬁ File narne: |Persona\ Folders(1) ;I
8=| contacts Save as bype: IPersonaI Falders Filas j
;ﬂ Tasks
| — Tools 'l (a4 I Cancel

11)

Click OK
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12) Name the “Personal Folder File (.pst)” something meaningful @

[

S o 21|
= - d

i pdblew 4 Save in: I@ Personal Folder j @ -3 X uEH-~
Folder List (B} Deskeap

All Folders

My
8] All Outlook @ Docurnents

= 51 Mailbox I\ngmputer

ﬁ Cale g ) My Mebwork
%‘ ;Z:’: HPlzces

L7 Draft
5 nbo
é,ﬂ_ Jour
g Junk
b | Mote
L[4 outk
[ Rrss1

4 szuﬁeit' @ @

o Calendar j
| L calendar File: name: Personal Folders{1) J \ ;I
8=| Contacts Save asbype! |perconal Folders Files \ j

=
ﬁ Tasks
Tools 'l (a4 I Cancel

F

13) Click OK

14) Accept the default settings

Create Microsoft Personal Folders @
Filee: C i Users\rmenossiDocumentsiMailbox Archiv
Marne: ‘ersonal Folders

Format:  Personal Folders File

Encrypkion Setting

) Mo Encryption

@ Compressible Encryption
71 High Encryption
Password

Password:

Verify Passward:

[T 5ave this password in vour password list

[ (8]4 ] [ Cancel

15) Click Ok

Georgia Technology Authority
www.gta.georgia.gov



16) Click Finish

E-mail Accounts
You can select an account and change its settings or remove it.

L Outlook processes e-mail for these accounts in the following order:

MName Type
Microsoft Exchange Server Exchange {Default)

Change... l

[ Set as Default \

i Move Up |

‘ Move Down

Deliver new e-mail to the following location:

|Mailbox= E” [New Outlook Data File... ]

[

< Back ][ Finish ] [

Cancel

J
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17) You should now see your new “personal folder” in the folder list view in
Outlook.

@ B‘efrsnnal Falders - Microsoft Dutlook
Edit  Miew Go Tools  Actions Help

P Mew - | =5 A% X | g Beply (& Reply to All 623 Forward | —j Zend/R

Folder List Look far:
aAll Fuggrialendar Personal Folders

84 Contacts Ba, | ¢ | [ @ From
fa) Deleted Items
LA Drafts
L Inbox
A8 Journal
L@ Junk E-rail
e | Maotes
L= outhox
[ Phishing E-rnail
[ RSS Feeds
L= sent Items

= [ Sync Issues

H [ Syvnc Issuesl
] Tasks

11

L Search Faolders
# = Public Folders
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18) Right Click the newly created personal folder and select *New Folder”
and create a new folder (e.g. named “Inbox”) to store your mail items.

=F= Derconal Friders I
&l 05 Open
‘A9 ¥ Open in New Wind
2 5 pud pen in Mew Window
send Link to This Folder
Foldler Advanced Find...
Data Fi

a8l Renarne "Personal Folders"..,
Add to Fawvarite Folders
Process &ll karked Headers
Process Marked Headers
Open Other Folder 3

:;Ei Close "Personal Falders"

Sharing...

' Properties for "Personal Falders"..,

19) Click Ok to create the new folder

Create New Folder

Name:

Inbox]

Folder contains:

[Mail and Post Items V]

Select where to place the folder:

€4 Mailbox -
£ Personal Folders
£ Public Folders

F # =

QK ] [ Cancel ]
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20) You should now see your newly created folder under personal folders.

Rl U IS [ R T TS T )

= @ Personal Folders

(&l Deleted Item} Newly Created Folder
L "

r
R I-. !earu:! Folders

21) You can now move your mail items from your mailbox to the newly
created personal folder.

Folder List | Lookfor: ~ Search In~ Inbox Find Nowe Clear options~ x|

All Folders
= & Mailbox - 1) (B, 9[Receip... |Bec | [y[@|From | subject |Received [sze [ [
Calendar
84 Contacts = From: Microsoft Partner Events (1 item, 1 unread)
@ & Deleted Items
@ Drafts # From: Microsoft Partner Program (18 items, 18 unread)
[ mbox (110)
E Journal # From: Microsoft T52 Poll (2 items, 2 unread)
Junk E-mail
ik] Notes # From: Microsoft Webcasts (1 item, 1 unread)
3 outbox
3 sent Items # From: midrange (1 item, 1 unread)
© 3 Spam Mail E
# 1 Sync Issues (1) " ||® From: Mike Farnsworth (1 item, 1 unread)
& Tasks

&

® [ search Folders From: Mileage Plus Partners (2 items, 2 unread) 4
3 59 Archive 4Q 2009 B

i calendar (30) 3 From: MLABSUS_SUPPORT (11 items, 1 unread)
83 contacts
@ Deleted Ttems # From: Monroe, Marilyn (1 item, 1 unread)
1 Drafts (2)
# 3 Inbox (1622) H From: Morgan, Leslie (26 items, 19 unread)
L Notes
3 Sent Items # From: msati@microsoft.com (1 item, 1 unread)
) Tasks (1) i
ﬁ Search Folders [ From: MSDN Magazine (12 items, 12 unread)

# 5 Public Folders v
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