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Backup Outlook 2007- The .pst File

What do you need to know about outlook file:

The Personal Folder file (.pst / PST) is the place where Outlook stores its

data (when you're using Outlook without Microsoft® Exchange Server).

• Each Personal Folder file contains all of your Outlook folders, including the

Inbox, Calendar, and Contacts.

• You may have a single .pst file (usually called "Internet Folders" or "Personal

Folders" in your Folder List), and you may also have an additional .pst file

that you use to archive messages (named "Archive Folders").

• By backing up these PST files you will be backing up all your Outlook

Information.
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To locate where is the .PST file located in your hard disk

a. Right-click on the Personal Folders

b. Select Properties for “Personal Folders”

How to locate the .PST file

Additional Note:

If you have few folders listed as showed 

in this diagram, select only the folder 

you want to backup. To backup another 

folder, then select the same process to 

locate the .pst location

Click on Advanced.. button



1/21/2010

3

Put your cursor in the Filename field, then right-click.

Window will pop-up and choose Select All

The path will be selected.

Place your mouse at the path again and Right-click.

Choose Copy.
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Open My Computer

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

and choose Paste
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The address path to your PST file will be shown. 

Before you click enter, DELETE the last file name that has the .pst.

(Example below will be “Personal Folder(1).pst”)

Then Press Enter

Below is the example after the  file name  “Personal 

Folder(1).pst” deleted.

Select “Personal Folder(1).pst” file.

Then right-click
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Select Copy

After you select Copy, then you 

can Paste the file at your backup 

location, example USB drive, 

external disk or D drive.


