MS Outlook: Setting Up Your Personal Folders
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Make sure you can see your ‘Folder List’
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If you cannot see your Folder List, click on the View menu item and select ‘Folder List.’

· If you can see your folder list, but you cannot see ‘Personal Folders’ on the left, continue following the instructions below to set them up.  Try it on your own first and if you run into problems, contact your ET to learn how to set it up.  

1. Click on the Tools menu item and select Services.  You should see a window similar to the one on the right.

2. Click on the Add button.  You’ll see another pop-up window.


3. Scroll down and select Personal Folders.


4. It will ask you to navigate to where it should be saved.  Type in the following and press enter:

H:\outlook\stored.pst

This will create a file called stored.pst in the folder named Outlook which is stored on your H:\drive.

5. Click Ok on the next window to accept the defaults.  DO NOT PUT A PASSWORD ON PERSONAL FOLDERS.

