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Topic – Managing Your Outlook PST File 

Managing Your Outlook eMails and PST File

10/01/06

There are many very ugly problems caused by the ever increasing size of our Outlook data files.  These files are more commonly referred to as a PST file, or Personal STorage file. This is the file that contains all of the information the Outlook manages including your personal sent and received emails, attachments, folders, contacts, notes, new and old calendar entries, follow-ups, tasks, journals, and, in a separate PST, the archives.


A word of warning from Microsoft! 

If a .PST file exceeds 2GB, Outlook may not be able to open it!

This 2GB number may vary up or down depending on the memory and resources in your PC.  In any case this is way too close to the edge!

There is a pst2gb.exe tool, that you can get from Microsoft Product Support Services (PSS), that can help you recover most of your data, but you probably won't get it all back. 

Therefore it’s obvious - try to keep any .PST files well under that 2GB limit. 
To maintain reasonably sized .PST files try to do the following:

1. Delete the Inbox or Sent messages you don't need to keep.

2. Save large attachments in a separate folder in you’re My Documents.

3. Empty the Deleted Items folder regularly or upon exiting.

4. Occasionally compact the PST file to remove the empty space that after you delete items.

You should not “keep” files in your Deleted Items folder.  This is a VERY bad habit.  A suggestion would be to move any deleted files to a folder that you can create under your Inbox. You could call this call this folder “Items to Delete”.  But be sure to eventually delete the contents. 

Better yet, create and manage an Archive Folder. You know, those annoying messages that you don’t know what to do with.  That is what Archiving is actually al about.  I’ll cover more on this later.

If you click on any folder, you will see the total items it contains in the bottom left hand corner of the Outlook screen.  

To find out how big your Inbox and Sent Folders are just do the following few steps.  
Open Outlook and be sure your inbox is opened.

1. Look on the left side for the highest level called “Personal Folders”.
2. Right Click on this and go to “Properties”.

3. In the new window click on “Folder Size”.

4. This will quickly add up all the individual folders and total it at the top called “Total size”.  

If this is approaching the 2gb limit I would suggest that you do one or more of the following methods…

1. Delete old emails, (especially with attachments), from your Inbox and Sent folders.

2. Setup the Archive process to automatically move older emails to the Archive.PST file.   

3. Compact your PST file after deleting and archiving as many emails as possible.

4. Empty the “Deleted Items” folder, (the email trash).

If you click on any of the top column headers, like Received, Subject, From, To, etc., you can sort and organize all of the emails by column heading.  The arrow will be pointing down for descending order.  Normally the Inbox and the Sent folder should be organized by the most current emails at the top.  This means the Received column should show the arrow to be pointing down for descending order.

A great trick that I use is to enable viewing of the TO column and then click on the column to sort by who the email was sent to.  Then you can easily get rid of any junk mail then resort it by Received.   

To add the TO column, click View, the Arrange By, then Custom.  Click Fields then add TO from the left column to the right column, then move it up under FROM.  Then OK to close.

Back to Outlook.
In any folder, (Inbox, Deleted, Sent, etc.), try not to keep any more than 6 months to 1 year of emails, especially the ones with attachments.

Emails with attachments should be read and then the attached file(s) should be right-clicked to “Save As” somewhere in your My Documents folder, then delete the email.  You can even save the entire email by opening it the click the “File” menu and “Save As” somewhere.  This saves the email and the attachments outside of Outlook’s PST file.  Then delete the email in Outlook to minimize the size of your PST file.

To compact the .PST file – First, be sure to make a copy, (see below), of it then right-click your folder's top level, (Outlook Today if it's your main data store), click Advanced, and click Compact Now. Unfortunately, you can't schedule the compact function or launch it from a command line.


To Make a Backup Copy of your PST.
1. First close Outlook – I would even recommend a restart first.

2. Right click on your START button and click on the top Explorer.

3. Click Tools, Folder Options.
4. Click on the View tab, check all of the items in the first window with “Display” on them.

5. Change the radial button from Do not show hidden files and folders to “Show …”.

6. UNCheck the next item – “Hide extensions for known file types.

7. Click Apply then OK to close the window.

This will let you find the hidden PST file.

1. Click the “+” next to the folder Local Settings.

2. Click the “+” next to the folder Application Data.

3. Click the “+” next to the folder Microsoft.

4. Click on the Outlook folder – look for the Outlook.pst file with the most recent date.

5. Right click on this file and choose, Copy.

6. Click Edit then Paste and you will see a copy appear after a short period.

7. Then close this window.

You can even copy this file to some other device for backup.
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