[bookmark: _GoBack]
	[image: ]

	To:
	NASA HQ Windows Users with Large PST Files (Personal Folders)     
User action is required!

	Subject:
	ACTION REQUIRED: Reduce Large PST Files

	Deadline:
	Monday, June 30, 2014

	What is Happening:
	Your Windows computer has been identified as having PST files that exceed 20GB in size.  
PST files are the Personal Folders in Outlook used to store/organize data (e.g., e-mail, calendar, tasks, and notes) locally on your computer (NOT on the Exchange e-mail server).  Large PST files are susceptible to corruption, and pose the highest risk of failure potentially leading to lost/unrecoverable data.  
It is highly recommended that PST file sizes not exceed 10GB; for optimal performance, PST files should not exceed 2GB.  In addition, due to a limitation of the ACES automated backup service, files that are 20GB or larger do NOT get backed-up by the automated backup software.  This places your locally stored e-mail messages at a high risk of loss in the event of file corruption or hardware failure.

	ACTION REQUIRED:
	Users with large PST files are required to reduce file sizes by June 30, 2014.  
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.
Follow the instructions below to identify PST file sizes and learn how to split over-sized files.  The PST File Reference Guides contain information on how to work with PST files.  Deskside assistance is also available.

	[bookmark: Instructions]Instructions:
	To check the file size of a PST file:
· Outlook 2010 PST Folder Reference Guide (page 6)
· Outlook 2013 PST Folder Reference Guide (page 6)
To create new PST files:
· Outlook 2010 PST Folder Reference Guide (page 4)
· Outlook 2013 PST Folder Reference Guide (page 4)
To move Outlook data into a PST file:
· Outlook 2010 PST Folder Reference Guide (page 5)
· Outlook 2013 PST Folder Reference Guide (page 5)
To create a subfolder in personal folders:
· Outlook 2010 PST Folder Reference Guide (page 5)
· Outlook 2013 PST Folder Reference Guide (page 5)

	[bookmark: Resources]Resources:
	Mailbox Management: http://itcd.hq.nasa.gov/mailbox_management.html 
HQ Reference Guides: Using Outlook Personal Folders (PST Files)
· Microsoft Outlook 2010 for Windows
· Microsoft Outlook 2013 for Windows

	[bookmark: Assistance]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.

	Support:
	Enterprise Service Desk (ESD):  
· Web Site (submit ticket online): https://esd.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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