How to Create Personal Folders (.PST File) in Microsoft Outlook 2010

Step 1: Open Outlook, click on the Home Tab, and then click on New Items, More Items, and Outlook Data File.

P Choose InfoPath Form...
1,0 Search Folders

Outlook Data File...

File Home \ Send /Receive Folder View McAfee E-mail Scan
= = =
Ll | ] Cal, Meeting <4 > 9 5 }
_73 "fﬂ A3 CleanUp ~ e VL D - S 34 Team E-mail  Dane ! ‘——) et :
New | New Delete | Reply Reply Forward B, ptore Rar —]| Move Rules OneMote | Unread/ Categar
E-mail [Rems +| & Junk All Som 4 Reply & Delete 7 Create New s v Read
NS E.mail Message Respond | Quick Steps fa Move Tags
4 Favg 19 appointment rch Outh. E
: B Meeting &i[Dee - | subject Sent
1 Contact
b There are no items to show in this view.
] Tesk
3
@ B IextMessage (sMS)
E-mail Message Using »
# Mai More Jtems * | %) Postin This Folder
» L2 tnbox (1) @B Contact Group
L [14] u
312] Orafts (14] 38 Task Reguest
[ sent items
) Deleted Items %) 8| teurmal entry
~ ote
(@ Junk E-mail [21] i
{23 News Feed | Internet Fax
4] Outbox 3 chgose Form..
() RSS Feeds @
&
1

Step 2: Click on My Computer and select your Personal Drive (P:). You will need to name the file- you will see My

Outlook Data File(1).pst highlighted- give the file any name you want (or you can leave the default name) and then click
ok.
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Step 3: Do not enter a password and click OK.

Create Outlook Data File

Add optional password

Password: l | |

Verify Password: [ |

[]5ave this password in your password list

[ OK l[ Cancel ]

Step 4: Your personal folder will be created and you can find it in the folder list on the left side of your outlook screen.
Personal folders are listed at the bottom somewhere below sent items. Once you have created your personal folder you
can begin to move the emails from your inbox to your personal folder. This will free up space on the email server so that
you will not be over the limit. To move emails you can simply drag and drop them or right click on any email or folder and
choose “move” and you will be prompted as to where you want to move them.
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