Backup Personal Emails
1. On the File menu Right click on the “New”, and then Right click “Outlook Data File”. 
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2. To create a personal folder that offers greater storage for items and folders, select “Office Outlook Personal Folders File” and click on.
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but if you require your personal folder to be compatible with Outlook 97 – 2002 select “Outlook 97-2002 Personal Folders File” and click on.
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3. In the “File Name” box, type a name for the file, and then click “Ok”.
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4. In the “Name” box, type a display name for the .pst folder, and click “Ok”. 
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The name of the folder will be associated with the data file that appears in the folder list in Outlook. This screenshot also details where the file is saved and the file name 

e.g. H:\Personal Folder.pst. 

!!You will need to remember this for when creating a backup of the personal folder!!
5. You can now move any personal emails to the “Personal Folder” by dragging and dropping the emails from your “Mailbox - Inbox” into the “Personal Folder”
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6. To make a backup of the “Personal  Folder”, you must first know the location of the personal folder. To find this Right Click on the “Personal Folder” and select “Properties”.
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7. Click on the “Advanced” button. 
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8. The location of the “Personal Folder” is in the “Filename” box 

e.g. H:\Personal Folders.pst
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9. To backup the “Personal Folder” go to the files location and Right Click, Send To and select where the file should be sent. This could be to a floppy, CD Writer or USB drive.
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