Creating A New PST File
Following are procedures for creating a new personal folder within your Outlook profile.  This folder is stored on your hard drive and does not count against your allocated space on the email server.

1.	First, click on “Tools” from the top menu
[image: ]
2.	Select “Options” and click on the “Mail Setup” tab.  Then proceed to select “Data Files…”    [image: ]

3.	Click on the “Add…” link and click the “OK” button.
		[image: ]	
4.	Enter an appropriate file name that will help you to identify the contents of the file and click “OK.”
		[image: ]
5.	Enter the same or different name again and click “OK.”  [This name will display in Outlook]
		[image: ]
6.	Proceed to click “Close” and then “OK” on the remaining open windows.


7.	Your new folder is displayed in Outlook and you can then move data into it.
	[image: ]
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