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4 New Folder.

s Additional Note:

Open inew Window .

Rensme Person Folders If you have few folders listed as showed
in this diagram, select only the folder

Adato Fovrite Folders =

Brocess AllMarkea Hesders you want to backup. To backup another

FrocessMatked Headers folder, then select the same process to

Open utoak Daa e, :

Close personai Folders” locate the .pst location

Properties for Personal Folders.

Personal Folders Properties

General | Home Page

Type: Folder containing Mail and Post Ttems

Location: Micrasaft OFfice Outlook

Description:

(&) show number of unread items
() show total number of ikemns

‘when posting to this foldr, use: | IPM.Post

Automatically generate Microsaft Exchange views
[Cisplay reminders and tasks from this folder in the To-De Bar

Click on Advanced.. butto

ok [ cancel ]| ppy
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Emy Putyour cursorin the Filename field, then right-click

Favorite Folders t |[[ciicn
Drag Your Favorite Folders Here

Mail Folders
2] All Mail Items
€6t Personal Folders
5 Inbox2006

9 Inbox2008
9 Outlook 2007

Format: Personal Folders File Cut
Copy

5 Personal Folders Changes the pas:
Change Password... the personal foldg  Faste
Reduces the size %1%
Compaciiiog Falder file

Right to left Reading order
Show Unicode control characters
Insert Unicode control character  »

ok [ cancs ][ apph

Folder Size... Advances
Upgrade to Color Categorie:

ok ][ Cancel ]| amk

(& Outlook Today - Microsoft Outlook - = X%
I File Edit View Go Tools Actions Help Type & question for help =
i 3iNew v | g8 | Fysend/Receive - | [} Search addressbocks - | (@ = Back @) | ] | &} @  outlookiPersonal Folders) -

M &4 Personal Folders - Outlook Today
Favorite Folders Click here to enable Insta

Drag Your Favorite Folders Here The path Wl” be Selected
Place your mouse at the path again and Right-click

@ 2 Persanal Folgers Choose Copy.
5 Inbox2008 2 o
@ 5 Inbox2008

@ 5 Outlack 2007

@ 5 Outlaok2005
Format: \—1
@ 5 Outlook2003 Personal Folders File -
FersenalFold T
& personalFaers Change Password... | Ghendes

the persor  Paste

Delet
A

select Al

Filename:

Right to left Reading order
Show Unicode control characters

Insert Unicode control character  +

oK I[ Cancel ]| Apphy

Folder Size. . Advanced.
Upgrade ko Color Categorie:

ok J[ concel | apoy
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Open My Computer

-
5 My Computer,

Fle Edt Yiew Favorites Tooks Help

Qo - © - | P 7o

Address |i My Computer
Folders Hard Disk Drives

(& pesktop

] ? My Documents @ Local Disk (2)

& % My Metwork Places

&2 R |e Bi
g Pecyde Devices with Removable Storage
0

Jan 20 2010 (F:)

—

% Mv Combuter |_||E||?|VI

Highlight My Computer, then click right-click. Menu Pop-up
and choose Paste

@ [ My Documents

] 5 Iy Computer

[ W My Metwork Placey  Delete
) Recydle Bin

12 Doa

Select Al

Right to left Reading order
Show Unicode control characters
Insert Unicods control character  » )le Storage
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The address path our PST file will be shown.

Before you click enter, DELETE the last file name that has the .pst.
a (Example below will be “Personal Folder(1).pst”)
' Then Press Enter

Qo - © - (¥ | O seern | raees
address | CADocuments and Setting fiLocsl Settings| Appliction DatsiMicrsaFyOUHoCKiPersonsl Folders! 1. pst i

Folders isk Drives

@ Deskkop

e
® (3 My Documents @ Local Disk (1) @ Do

i
% My Network Places
2 Recyde Ein

1) Do

Devices with Removable Storage

Jan 20 2010 (F:)

Network Drives

=
5 My Computer

File Edit Wiew Favorites Tools  Help

Qs - © 3| P [ i

Address ’7 | C:\Documents and Settingsymegawati\tocal Settings\Application DataiMicrosof tyOubook |

= Hard Disk Drives

Below is the example after the file name “Personal
Folder(1).pst” deleted.

Select “Personal Folde pst” file.
Then right-click

- LI

Fle Edt Yew Favortes Tools Help

Q= O & ‘pﬁsarch [ Foders [0~

Address ([ CryDecuments and ]
[ ~ast~sharing . cbi
File and Folder Tasks (&) Parsonal Folders(L). pst. twp
dend

&} Rename this file utlook

(@ Move this file |=] outiook, sharing xml. obi
Copy this file

& Publish this Fils ta e Web = spscol

() E-mal this file

X Delete this file

Other Places

[ Microsoft

() My Documents

i My Computer

& My Network Places




& Outlook

Flle Edit View Favorites Tools Help

@;aa:k - @ - ¥ ’OSearciEFn\ders

Address |5 C1{Documents and SettingsimegawatiiLocal SettingsApplication DatalMicrosoftiOutlook.

File and Folder Tasks (&)
=] Rename this file

[y Move this fils
Stan with OfficeScan Client
Copy this File Open With
& Publish this file ko the teb
E-mall this file

3 Delete this file ut

Send To

Create Shortout
Delete
Microsoft Rename

My Documents
i My Computer

Other Places

Properties

Select Copy
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