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Outlook 2003 - Backing Up mail files

Thefollowing isalist of data store and configuration files used by Microsoft Outlook 2003
Some of the folders might be hidden folders . To view hidden files-

Click Start, and then click My Computer.

On the Tools menu, click Folder Options, click the View tab, and then click the Show hidden files
and folder option.

Windows 2000

Double-click My Computer on your desktop.

On the Tools menu, click Folder Options, click the View tab, and then click the Show hidden files
and folder option.

Your OUTLOOK configuration may not include all of the following files. Somefilesare
created only when you customize Outlook features.

Outlook datafiles (.pst)

drive:\Documents and Settings\<user>\Local Settings\Application Data\Microsoft\Outlook
Offline Foldersfile (.ost)

drive\Documents and Settings\<user>\Local Settings\A pplication Data\Microsoft\Outl ook
Personal Address Book (.pab)

drive:\Documents and Settings\<user>\Local Settings\Application Data\Microsoft\Outl ook
Offline Address Books (.0ab)

drive:\Documents and Settings\<user>\Local Settings\Application Data\Microsoft\Outlook
Command bar and menu customizations (.dat)

drive:\Documents and Settings\<user>\A pplication Data\Microsoft\Outl ook

Navigation Pane settings (.xml)

drive:\Documents and Settings\<user>\A pplication Data\Mi crosoft\Outl ook\Outl ook.xml
Thisfile includes Shortcuts, Calendar, and Contact links.

Registered Microsoft Exchange extensions (.dat)

drive:\Documents and Settings\<user>\Local Settings\Application Data\Microsoft\Outlook

file://K:\Tutorial s\BackupOutl ook\Files\web.mit.edu\bbri ds\www\outlook2003backup.htm  7/31/2011



Backup Outlook 2003 Page 2 of 9

Outlook contacts nicknames (.nk2)

drive:\Documents and Settings\<user>\A pplication Data\Microsoft\Outl ook

Rules (.rwz)

drive:\Documents and Settings\<user>\Application Data\Microsoft\Outl ook

If you upgraded from a version of Outlook prior to Outlook 2002, you may have a .rwz file on
your computer hard disk drive. Thefileisno longer needed and the rules information is now kept
on the server for Microsoft Exchange e-mail accounts, and within the personal foldersfile (.pst)

for POP3 and IMAP e-mail accounts. Y ou can delete the file.

If you use the rules import or export feature, the default location for .rwz filesis
drive:\Documents and Settings\<user>\My Documents.

Print styles (Outlprnt with no extension)

drive:\Documents and Settings\<user>\Application Data\Microsoft\Outl ook
Signatures (.rtf, .txt, .htm)

drive:\Documents and Settings\<user>\A pplication Data\Microsoft\Signatures
Stationary (.htm)

drive:\Documents and Settings\<user>\Application Data\Mi crosoft\Stationary
Custom forms

drive:\Documents and Settings\<user>\Local Settings\Application Data\Microsoft\Forms
Dictionary (.dic)

drive:\Documents and Settings\<user>\A pplication Data\Microsoft\Proof
Templates (.oft)

drive:\Documents and Settings\<user>\Application Data\Microsoft\Templates
Send/Recelve settings (.srs)

drive:\Documents and Settings\<user>\A pplication Data\Microsoft\Outl ook
Message (.msg, .htm, .rtf)

drive:\Documents and Settings\<user>\My Documents

file://K:\Tutorial s\BackupOutl ook\Files\web.mit.edu\bbri ds\www\outlook2003backup.htm  7/31/2011



Backup Outlook 2003 Page 3 0of 9

Community Membersat MIT use OUTLOOK 2003 configured as an IMAP client. Users can
backup their mail to their local machine by using the following steps:

1 Select the MIT post office you configured during your OUTLOOK setup for IMAP (This
example shows pol4.mit.edu)

8l Inbox - Microsoft Outlook

! File Edit Wew Go Tools  Ackions  Help

PdNew - | Y X MBova | afeply CdReplyto Al o Forward |

Favorite Folders i}

L] Inbox (1)
L3 Unread Mail (1) -
L) For Follow Up

L7 Zent Items

L] Inbox in pol4.mit.edu (2)
{a] Deleted Irems

Li#| Drafts

Al Mail Folders

—
L For Faollow Up
L Large Mag
L Unread Mail (1)
H = Archive Folders

=4 foo
= & pol4.mit.edu '

= L] Inbox (2)
[ limux
[ A RT dev
|1 Sent
[ smtp authentication info
| Spamscreen

| test
[ Trash

Motes

i

] Folder List
El Shortcuts

LR

346 Ikems

Users can find their assigned po server at http://web.mit.edu/ist/topics/email/query.html

2 . Using the Edit Menu choose the Select All choice . Thiswill highlight all the mail in the
"inbox" or "folder" you have selected.
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! File | Edit | Wiew Go  Tools  Actions  Hel)
: g Undo Chrl+Z
m ol cut Chrl i
Favoril - Copy Chrl4C
=) 5 Paste Chrl+y 0
- elect 4 H+
e Select Al Chrl+a,
e
=] X Delete Ctrl+D
= Undelete
s
EI 4 Move ko Folder..,  Chrl+Shift+y
Al Mail Purge Deleted Messages
Mark as Read Chrl+0
Mark &l as Read
= 5 E
4§ Foo
= = pol4.mit.edu
S T
[ lirwz
A RT dev
[ Sent
[ smtp authentication info
| Spamscreen
| kest
[ Trash

3. Choose to move the mail to afolder / directory located on your or local machine (Y our
computer, not the MIT Mail server you had selected in step 2)
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&l Mail Folders

3 E’;ﬂ’j Personal Folders
H 5] Deleted Items
LL# Drafts
L@ Junk E-mail
L Ok
| Quarantine
L= Zent Items
= L) Search Folders
L For Fallow Up
L Large Mad
L Unread Mail
H = Archive Folders
=4 foo
= &4 pold.mit.edu
= L] Inbox (2}
[ lir
[ RT dev
|1 Sent
[ smtp authentication info
|1 Spamscreen
| test
[ Trash "

~dus i Al

The following selection will MOV E (Not Copy) the mail from your MIT mail server to your local
machine:

px - Microsoft Outlook

Edit | Wieww Go Tools  Ackions  He

LIndo Chel+E
& Cut Chrl+
=3 Copy Chrl+C
[T Paste Chrl+
Select Al kel
* | Delete Ctrl+D

Undelete (
373
123

Move ko Faolder, ., Chrl+Shift+y

Purge Deleted Messages

-1 Mark as Read 4
Mark ol as Read

s |

Users wishing to keep a copy of their mail on the MIT Mail Servers and their Local Machine will
need to select the folder / mail to be copied (highlight ) Choose Edit > Copy Mail to Selected
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folder
( note this option will only be available if you have highlighted / selected the mail or mail folder

you wish to copy)

Copy Items

Copy the selected items ko the Folder:

= %’;‘ Personal Folders ”
:ﬁ Calendar
%= Contacts Cancel
{a) Deleted Items
L7 Drafts M.
= [ Inbox
| Spam
(IR Lesting
éﬂ- Journal
L@ Jurk E-mail
o | Motes
L= Outbox
1 Quarankine
L= Sent Ttems
= 7]

I[ x]

Backing up your Mail filesto an external device.

To backup your mail files choose the appropriate files (As listed at the beginning of this
document) :

Do one of the following:

If you want to create afolder to which you can drag items for safekeeping or to distribute to
another computer

Create anew data file Personal Foldersfile (.pst) and drag itemsto it. (File> New > Outlook Data
File)
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] Inbox - Microsoft Outlook

EEiT' Edit Wiew Go Tools Actions Help
| Mew P22 Mail Message Chrl4+M
i Open ¥ | %) postinThisFolder Chri+shift+3s |
Closg All Ttems 4 Folder... Chrl+Shift+E
i Save As... Lol Search Folder. .. ChFl4-Shift+P I
Save Attachments r Mavigation Pane Shortcut, ..
Eolder ¥ |EE] appointment ChrH-ShiFt+-A
Import and Expoart, .. j Meeking Request  Crrl+Shift+0
Archive. ., 8= Contact Ckrl+Shift+C
Page Setup p | Distribution List Chrl+-5hift+L
LA Print Preview &) Task Chrl+Shift+K |
=4 Print... Chrl+P 1zl Task Request krl+Shife+U
Properties éﬁ Journal Entry Zkrl+Shift+2
Exit | Mote Chrl+Shift+M
¥ ¥4 Internet Fax Ckrl+Shift+
5 Cuarantine Choose Form,..
5 LL% g:;:cIlieFrglsders Cutlaaok, Daka Eile. . '
Then -
New Outlook Data File X

Types of storage:

Cffice Duklook Personal Folders File (.pst)
Cukloak 97-2002 Personal Folders File | pst)

Descripkion

Provides more storage capacity For ikems and Folders.
Supports mulkilingual Unicode data, Mok compatible with
Outloak 97, 98, 2000, and 200z,

Ik ] [ Cancel

file://K:\Tutorial s\BackupOutl ook\Files\web.mit.edu\bbri ds\www\outl ook2003backup.htm

Page 7 of 9

7/31/2011



Backup Outlook 2003

Page 8 of 9

Create or Open Outlook Data File

My Docurments

@

My Compuker

- ll‘

My Mebwork
Places

Save in |[ﬁ Outlaok V| D Q@ X Ty B Toos-
e 2 archive.pst;
E 3 Outlook. pst
Desktop g} Outlookfoo-00000012, pst
22 Outlookpol 4. mit. &du-00000006. pst
g

File: marne: |F‘ersnnal Folders(17.pst '

Jave as bype: |F‘er5|:|nal Folders Files (*.pst)

vl o ]
v| Cancel

If you used the default name for the folder when you created the data file, the folder will be called
Personal Folders. In the Folder List, drag any item from your current folders to the new folder.

Press CTRL whiledragging to copy items instead of moving them.

Create Microsoft Personal Folders [‘5—(|

File: | Zi\Docurments and Se*’ gstbillLocal Setting: |

Farmat: | Personal Folders File |

tarne: | ersonal Folders

Encryplion Setking

{:} Mo Encryplion
{(¥) Compressible Encryption
) High Encryplion

Passwiord

Password: | |

Yerify Password: | |

[ ] 5ave this password in your password lisk

[ oK ] [ Cancel ]

MIT OUTLOOK USERSIlookingto create a .pst containing Outlook items but still keep the

original datain their default folders should:
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Export (copy) items to a Personal Foldersfile (.pst). Y ou can only export one folder at atime, but
you can include the subfolders under that folder. For example, you can export your entire
[Mailbox - Username] including all subfolders.

MIT OUTLOOK USERSIooking to automatically back up or deleteitemsthat are over a
certain age:

Use AutoArchive to move items to an archive Personal Foldersfile (.pst). Unlike exporting,
where the original items are copied to the export file but are not removed from the current folder,
archiving copiesitemsto the archive file and then removes them from the current folder.
AutoArchive allows you to set up a schedule and archive multiple folders at the same time at set
intervals.

To copy the Outlook address books, nicknamesetc. MIT Users should copy the appropriate
fileand copy to writable CD or other external device ( External harddrive, SFTP to Athena,
etc) .

last updated 2004-03-16
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