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Backing up Your “Personal Folders” File in Outlook

1/21/2011

Introduction

These steps will enable you to back up your Outlook Personal Folders (.pst) file. Your .pst file contains all the local Outlook folders, such as Calendar, Inbox, Tasks, Sent Items, Outbox, Deleted Items, and user-created folders.

The size of your .pst file and the frequency with which you perform incremental backups determines the length of time it will take for the backup to complete. More frequent incremental backups reduce the length of time needed for each backup to run.

Backing up Your Personal Folders File 
1. While logged in to Outlook, from the main Outlook window, click File, then Import and Export… 
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2. From the Import and Export Wizard window, select Export to a file, and then click Next.
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3. Now select Personal Folder File (.pst) and click Next.

4. In the folder list, select the top level folder you wish to export. If you want to back up the top level folder and every folder under it click the check box for Include Subfolders.
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	You also can select only certain subfolders to back up, or you can use the Filters… button to further refine your backup to include only messages meeting specific criteria you set.


5. After selecting the folders you wish to back up, click Next.

6. Now specify the location to which you wish to backup your .pst file. 

	It is recommended that you backup to your user folder on the network file share (T:\ drive).
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7. Be sure that you select the appropriate option for handling duplicate items when you do an incremental backup, and then click Finish.
	It is recommended that you overwrite your previous backup file so that you have all your mail in one file and add only the changed items each time.  In order to ensure that you do not have duplicate items in this file, choose “Replace duplicates with items exported.”


8. Choose your final options for password protection, and then click OK to complete the backup process. 
	If you are storing your backup file on the T:\ drive, a password for the backup .pst file is unnecessary.


Important Notes
· If you need to access the .pst file, copy it to the correct location (shown below) and open it from your local hard drive. 

C:\Documents and Settings\your username\Local Settings\Application Data\Microsoft\Outlook

Important!
	Never open your .pst file in Outlook from the network file share. Opening your .pst file from the network file share could corrupt the file and you could lose messages or entire folders within the .pst file.


· While the backup is executing, you will not be able to do anything else with Outlook until it is complete.
This document is posted on the ITCD Web site at:  
http://itcd.hq.nasa.gov/instructions.html
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