OUTLOOK 2003 - CREATE A NEW .PST (MAIL) FILE

Creating A New .PST File
Go to File > New > Outlook Data File...
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Accept the default and click OK.
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Choose a location and file name for the new .PST file. If you choose a location on the network,
you will have to be connected to the Starbucks network to access the file. This name does not

show in Outlook.
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Give your .PST file the name you want displayed in Outlook. Click OK when finished.
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Loading Your New .PST File
Go to File > Open > Outlook Data File...
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Locate and select the .PST file you want to load into Outlook. Click OK.
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The .PST file will appear and you will see the name you entered in the Create Microsoft
Personal Folders dialog box. New .PST files will not have folders, those must be created.
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Creating New Folders

Right click anywhere in the Navigation Pane (list of files and folders) and choose New

Folder... from the drop down menu.

T

= Demg |
el D Lj QI:IE:I'I
L 58 Cpen in Mew \Window
= = Mailbs
N IR Send Link ko This Folder
:ﬁ C advanced Find. ..
(E [
5D a8 Rename "Dema'...
LA D'l||_'_| Mew Folder. ..
= 5 I
. Add to Favorite Folders
L3
L Process All Marked Headers
[
Carr Process Marked Headers
éﬂ s Dpen Other Folder k
L E I o n "
- = Close "Demo
_:.J Nl \ﬁ =
[=H O Sharing...
L= 5¢

Properties For "Dema”...

Outlook 2003 Tips — New .PST PM Practices

Page 7 of 8



Name your new folder, pick the type of folder from the drop down menu, and select the
location for the new folder. Click OK when finished.
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