This Agency message is being forwarded to NASA HQ Macintosh users with large PST files on a virtual machine.


	ACTION REQUIRED:
	Users with large PST files are required to initiate a backup and reduce file sizes by May 30, 2014.  
[bookmark: _GoBack]You may do this by cleaning up (e.g., deleting messages) or splitting up data using new PST files.  This will reduce the risk of data loss or corruption, and will also prepare your computer for the implementation of Office 2013 in July.

	Assistance:
	If you need assistance with this effort (i.e., identifying, creating, and/or reducing PST folders, etc.) contact the HITSS Customer Support Team, 358-0650.




From: Agency-ACES-Outreach 
Sent: Monday, May 19, 2014 4:37 PM
Subject: ACTION - Virtual Machine Maintenance Required: Initiate Backup & Reduce PST File Size

	[image: cid:image001.jpg@01CF7375.7AB8E820]

	To:
	NASA HQ Macintosh Users With Large PST Files on a Virtual Machine

	Subject:
	ACTION - Virtual Machine Maintenance Required: Initiate Backup and Reduce PST File Size            

	What is Happening:
	Your system has been identified as having files within a Virtual Machine. To protect your data, create a backup of the files within the Virtual Machine environment. 
Backup Your Virtual Machine
Ensure you have a backup of Virtual Machine files so they can be restored in case of catastrophic failure. 
1.       From your VDI session, click the Windows Start button.
2.       Select All Programs > Autonomy > Connected BackupPC.

The Backup Set consists of files that will be backed up. Use the following steps to view/modify the list of files:
1.       Click the Windows Start button. 
2.       Select All Programs > Autonomy > Connected BackupPC to open the Backup Agent. 
3.       Click the Backup Set tab. The Agent scans the files on your computer to determine which folders have been selected for backup. This step can take from several minutes up to an hour for the data to load. While in process, you’ll see  [image: cid:image002.jpg@01CF7375.7AB8E820] in the lower left of the backup client window.
4.       Click the “+” in the Folders panel to expand the system’s file structure.
5.       A checkbox next to a folder or file name indicates whether or not the item is included in your Backup Set:
a.       A box containing a checkmark: This item is selected for backup.
b.      An empty box: This item is not selected for backup.
c.       A box with a triangle in the lower right corner: Some items in this folder are selected for backup.
6.       To view a folder’s content, either select the folder in the left pane or double-click the folder in the right pane. The content displays in the right pane. To locate the backup-set data for your username, click the “+” next to the “Users” folder, and then click the “+” next to the folder labeled with your AUID.
[image: cid:image003.jpg@01CF7375.7AB8E820]


Backing Up Files Manually
To start the backup, complete the following steps:
1.       Click the Summary tab.
2.    Click the Back Up Now button in the bottom-right corner. 
[image: cid:image004.jpg@01CF7375.7AB8E820]

The Backing Up window displays the progress of the operation during the backup.


Managing Outlook Files 
Outlook Personal Storage Tables (.pst) are small databases that store mail data offline (not on the Exchange email server). Similar to other databases, these files are susceptible to corruption. Larger data files pose the highest risk of failure and could lead to unrecoverable mail. Therefore, it is highly recommended that .pst file size does not exceed a maximum of 10GB, with 2GB as the preferred limit for optimal performance. If you have large PST files, they may not get backed up.
To check the size of a .pst file, within your Virtual Machine session, open Outlook, right-click the .pst and click Data File Properties > Folder Size. Personal folders indicated above, as well as others on your system that may be at or near the recommended limit should be cleaned up or split up using new Personal Folders. This activity needs to be performed by the end of May in preparation for implementation of Office 2013 which will be deployed to ACES computers later in July 2014.
Here are instructions on how to split your over-sized .pst files:
Creating .pst Files and Copying Existing Files: 
Step 1 – Create new .pst folders 
1.       In Exchange, select the Home tab
2.       Click New Items
3.       Select More Items
4.       Click Outlook Data File . . . 
5.       Type a name for your file in the File Name box toward the bottom

You may create as many new folders as you need.

[image: cid:image005.jpg@01CF7375.7AB8E820]

[image: cid:image006.jpg@01CF7375.7AB8E820]


Step 2 – Move files from existing, over-sized .pst folders into the newly created folders by dragging and dropping files.



Creating Subfolders in Personal Folders: 
1.       Right-click Personal Folders and select New Folder. 
2.       Type a name for the folder. Be sure Personal Folders is selected and click OK. Please Note: Do not create your new folder in Public Folders. 
[image: cid:image007.png@01CF7375.7AB8E820]



Other tips for managing outlook files and folders are available at:  http://nomadinternal.nasa.gov/nomad/mailboxmanagement.html.



	Contact:
	For technical assistance, contact the Enterprise Service Desk:
1. Website: https://esd.nasa.gov
1. Telephone: 1-877-677-2123 (1-877-NSSC123) Option 2 
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