Need to Know
Managing Mail in Microsoft Outlook

Introduction

Many users in schools are presently using Microsoft Outlook 2000, Outlook XP (2002), or Outlook 2003 as their client to access an Exchange mail server.  On most of these systems, user mailbox size is limited (often to 10 MB total) on the server by default.  This can create problems with you both sending if you do not keep your mailbox cleaned out.
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Your storage amount includes all of the default set of folders shown here, as well as any folders you may create inside these folders.  
Think of your mailbox as a file cabinet drawer – we all know that you can only put so much in a drawer before it is full.  Although setting up additional folders in you cabinet drawer may help you become more organized, if your drawer is full when your start, it will still be full when you finish organizing, unless you get rid of some of the documents.
What I am going to show you is how to move some of your documents to another file cabinet.
Personal Folders
Personal Folders are essentially off-server storage for your mailbox.  As with Most Things Technical, there is good news and bad news with Personal Folders.  The good news is that, since they are created on your local hard drive, so they do not count in the storage limit for you mail box.  The bad news is that you cannot access them unless you are logged into the system where they are stored.
Another thing to be aware of is that there is a size limit on a Personal Folder.  For Office 2000 or Office XP (2002) the limit is 2 GB.  For Office 2003, the size limit is 20 GB.  To work around this limit, it is possible to have multiple Personal Folders on the same system for either organizational or performance reasons (I presently have six Personal Folder files on my system).  The practical limit on Personal Folder files is the size of the hard drive you are storing the folders on, not the number of files.
Creating Personal Folder Files in Office XP and Office 2003
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You may create Personal Folders from Outlook.  Click on Tools and then on E-Mail Accounts.
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Select View or change existing e-mail accounts and click the Next button

[image: image10.emf]


[image: image11.emf]

At the E-mail Accounts screen, click on New Outlook Data File
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 Select Office Outlook Personal Folders File (.pst) and then click the OK button.

Although you can select the default location for your Personal Folder File, I prefer to have a folder in My Documents called Mail Settings.  This way, if I have a problem with my drive, it is a (hopefully) simple matter of recovering all of the information in My Documents, and not being bothered with trying to determine where Windows has decided to put my folders.  
At the next screen, you can name your new Personal Folder (or leave it with the default name as I have here).


Naming Personal Folders


Sometimes, it is useful to have your Personal Folder File show up on your folder list as something other than Personal Folders.  If you want to rename your folder to something more descriptive, this is the place.  Delete the name Personal Folders and enter the name you want to use here.
This is also the encryption screen – leave the defaults for encryption (Compressible Encryption) and password (blank) and click the OK button and then click Finish at the E-mail Accounts screen.

Managing Your Personal Folders
Creating More Folders


There are several ways to organize your Personal Folder file.  Since I have vendor information and order history I need to keep, I have created folders for each vendor and drag quotes and sales requests into these vendor folders.  
To create a folder inside your Personal Folder File, on the folder list, right click on the Personal Folder File where you want the new folder and then left click on New Folder.  You will be prompted to verify where you want the folder and what you want to call it.  As you can see, I have called my folder Old Inbox.
Using Sort and Groups

Another way to manage the contents of your Personal Folder File is to the Sort options in Outlook.  Some users do not realize that the column names at the top of the mail screen in Outlook are actually buttons that allow you to sort the contents of your Personal Folder File (this also works for your Inbox or Sent Items)

Clicking on From once will sort your items A-Z, with numeric items listed first; clicking From again will reverse the sort order.  

If you right-click on the Item name and then left-click on Collapse All Groups, you can make your folder easier to navigate, since it turns a large group of e-mails into a single heading, like this.
I hope that this helps.  Please call me with questions.
Chris York
