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Creating Personal Folders 

To Store Email

On June 1, 2003, the CWS/CMS Project began enforcing the 50 MB limit for e-mail mailboxes.  Users will receive a daily warning after their mailboxes reach 40 MB.  When the mailbox exceeds 50 MB, the user will continue to receive mail, but will no longer be able to send e-mail messages.  Users should remember to check their “Deleted Items” folder.  While mail may have been deleted, it might not have been removed from their “Deleted Items” folder.  

Users, who wish to save business critical e-mail, while reducing the volume of mail in their mailboxes, can create ‘Personal Folders’ under their ‘C’ drive.  Any mail that is on the hard drive will not be counted in the 50 MB limit.

(This process is different from the ‘archiving process’ that compresses mail but continues to store it on the Exchange Server and is counted as part of the 50MB limit.) 

Please Note:  If the hard drive fails, it is possible that this e-mail will be lost. 
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To determine the TOTAL size of your mailbox, right click on Mailbox and select Properties for “Mailbox”.
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Click on the Folder Size button.
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The total size of this Mailbox is 33 MB.  It includes all the SubFolders such as Calendar, Contacts, Sent mail and Deleted Items in addition to the Inbox. 

Click Close and exit out.

To Create a Personal Folder
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Go to File; New and Outlook Data File…
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Highlight Office Outlook Personal File (.pst) and click OK
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Under the (C:) drive select My Documents. Click OK
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Under My Documents, click OK
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Accept the defaults and click “OK”.
NOTE: If you want to name your folder something other than “Personal Folders”, this is where you change it. In the Name box, enter your new folder name and click OK.
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A new folder will be created called Personal Folders or whatever name you gave it.  It will usually be created under your Inbox.
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If you right click on Personal Folder, a menu bar will open.  If you select New Folder you will be able to add additional folders under your Personal Folder.  This can be a useful way to organize your e-mail.
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NOTE: If you select Close “Personal Folders” you will delete all selected Personal Folders.
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Make sure that Personal Folders is selected.  Give the new folder a name and click OK.
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You will now see the new folder under your Personal Folder.  In this example the new folder is called New County Folder.
If you click on a folder under your folder list and click within the right window, you can go to Edit and Select All.  You can then drag all the mail to one of your personal folders. (Note: if you have a lot of mail, this might take a few minutes).  You could also right click on the highlighted mail and then right click and select Move to Folder.  In the dialogue box, select which folder you wish to place the e-mail.  
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