PRoDUCTIVITY

Setting your Local PST as Default Delivery Mailbox
in Outlook

If youre Outlook is configured to store messages, contacts,
appointments and other e-mail information using the E-mail
server, you are only given a limited mailbox size. And when
your mailbox reaches the size limit, you may not be able to
send or receive emails.

Click here to know how to avoid problems caused by full

mailbox.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various

Outlook office and branch applications.
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Default delivery mailbox

By default, Outlook automatically stores all e-mail information in one of the following locations:

e In a Personal storage folder on your hard disk drive, also known as .pst file.
e In a Mailbox that is located on the E-mail server.

The mailbox on server can only store a limited amount of data depending on the size limit.
When the limit is reached, an Outlook user may not be able to receive e-mails.

The sender will get undeliverable message when trying to send an e-mail to an Outlook user with full mailbox.

@ 70 4 % < Undeliverable: ATTN: NRL [FOR SERVICING] CRF[PROD]: 2012CRF_WEB06110... R. —~ =
Report
0 . - o 33 Find
=e K=
. 2y Related ~

Send Forward || Delete Moveto Other Follow Mark a

Again Folder - Actions~ || Up~ Unread || W Select~
From: Microsoft Outlook Sent: Mon 06/11/2012 4:13 PM
To: IT Process and Change Management Department

Subject: Undeliverable: ATTN: NRL [FOR SERVICING] CRF[PROD]: 2012CRF_WEB0611004 CLIS, Pera Padala, Happiest Pinoy website updating

Delivery has failed to these recipients or groups:

i} »

BB@pjlhuillier.com
The recipient's mailbox is full and can't accept messages now. Please try resending this message later, or contact the
recipient directly.

Outlook user will also not be able to send an e-mail and the drafted message will be stuck in the Outbox folder.

To avoid this problem, you can use the Personal storage folder (.pst file) as the default delivery mailbox since its size limit
is dependent on the available size of the hard disk drive where it resides.

Checking the default delivery mailbox

To check your default delivery mailbox,

1. On Tools menu, choose Account Settings... .
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| Actions  Help

Send/Receive »

Instant Search »
[k} Address Book.. Ctri=Shift=B
(21 Rules and Alerts...

Out of Office Assistant...

Mailbox Cleanup...
{a] Empty "Deleted ltems” Folder
|| L8] Recover Deleted Items...

Forms >

Macro »

Account Settings...

Trust Center...

Customize...

3 Options...

2. Account Settings window will appear. Go to E-mail Accounts tab.
The lower portion of the window will display the selected default delivery location.

o If the display is Mailbox — [Name]\Inbox, the selected location is the Mailbox on server.

ICTP_026_06262012 Page 3 of 9
Productivl.T.y tip 97_(Outlook) Setting your Local PST as Default Delivery Mailbox in Outlook



Account Settings @

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

Data Files; || RS5 Feeds | SharePoint Lists | Internet Carlendarsm Published Calendars | Address Books |

o New... 3¢ Repair... 9 Change... 2 I X Remove #
MName Type
Microsoft Exchange Server Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

Mailbox - Ferdinand Jr. G. Pekson'Inbox

Close

e If the display is [Mailbox Name]\Inbox and the location of data file (.pst) is specified, the selected location is
the Personal Storage folder (.pst file).
Selected e-mail account delivers new e-mail messages to the following location:

FGPJ Mailbox' Inbox
in data file D:\PST\FGPJ_08112010.pst

Setting a .pst file as the default delivery mailbox

To change your default delivery mailbox,

1. In Account Settings window, go to Data Files tab.

2. Select a .pst file among the Outlook Data Files list and then, click the Set as Default button.
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Account Settings @

Data Files
Outlook Data Files

g Add... ¥ Settings... | @ Set as Default | X Remove () Open Folder...

MName Filename Comment
Archive Folder BUP Archive_Backup04182012.pst in D:\PST

archi (41520 Archive Folder 041820 inD:p
FGPJ Mailbox FGPJ_08112010.pst in D:\PST
Malbox - Ferdnand Jr. ... ot avalable Deraul
While You Were Out ‘While You Were Out.pst in C:\Program Files\Microsoft Office\OFF...

Select a data file in the list, then click Settings for more details or click Open Folder to display the Tell Me More...
folder that contains the data file. To move or copy these files, you must first shut down Outlook. =

Close

3. Click Yes when this prompt appears.

Mail Delivery Location

‘fou can configure Outlook to save all e-mail messages locally on your computer, all e-mail messages are removed from the Microsoft Exchange and you
can only access your messages on this computer,

17

‘We recommend that you do not select this option.

Do you want to store all e-mail on your computer only?

These changes will take effect the next time you start Outlook.

s e ]

4. Changing of default delivery mailbox is successful if the selected Outlook Data File has a comment "Default”.
You may also check the selected default delivery location in the E-mail tab of the Account Settings window.
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| E-mail | Data Files |RSS Feeds | SharePoint Lists i Internet Calendars || Published Calendars | Address Boorlsm

X Remove %) Open Folder...

@ Set as Default
Comment \

g Add.. ¥ Settings...
| Mame Filename
Archive Folder BUP Archive_Backup04182012.pst in D:\PST
Archive Folders_04182012  Archive Folder_04182012,pst in D:{PST —
FGP1_08112010.pst in D:\PST Default
|

Mot available
While You Were Out.pst in C:\Program Files\Microsoft OFfice\Off. ..

Mailbox - Ferdinand Jr. ...
While You Were Out

Selected e-mail account delivers new e-mail messages to the following location:

FGPJ Mailbox'Inbox
in data file D:\PST\FGPJ_08112010.pst

NOTE: Make sure that you have already created a .pst file before setting the default delivery mailbox

Adding/Removing a .pst file

To create a new .pst file,

1. From the Data Files tab of Account Settings window, click the Add... button.
X

Account Settings

Data Files
Outlook Data Files

E-mail | | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books
| g Add... | ) v ) Or
| Mame Filename Comment
Archive Folder BUP Archive_Backup04182012.pst in D:\PST
Archive Folders 04182012  Archive Folder 04182012.pst in D:\PST

2. When the New Outlook Data File window appears, select Office Outlook Personal Folders File (.pst) as type
of storage and then, click OK.
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files.

New Outlook Data File 3

Types of storage:

Description

Provides more storage capacity for items and folders.
Supports multiingual Unicode data, Mot compatible with
Outlook 97, 98, 2000, and 2002,

" OK "[ Cancel ]

3. Select the location where to place the .pst file then, click OK.
Create or Open Outlook Data File @
Savein: | < BACKUP (D:) vl @-@3 | X ci B~

) 6e6e0dbag6 1 aaféeed0eb7fSeabsss

([ ) 8b51458ac5866fS0b9a72dcf
Desktop (2 ACTTestDB Logs
|2 Jep Files
\ IJLENOYO INSTALLER
J |2)Others
My Documents | |-)PrivateAssemblies
I[CPST
= C)QAToal
Q [)QATool files
My Computer | |[5)soapUI

= ()s0apUI-Pro-4.0.0

&£

My Network

Places
File name:  |New PST File.pst S
Save as type: iPersonaI Folders Files (*.pst) b |
T [ oK ] [ Cancel ]

NOTE: It is recommended to place the .pst file on Local Disk (D:) or the disk where you usually store your backup

4. After selecting the location, Create Microsoft Personal Folders window will appear.
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5. Type the name of Outlook Data File in the Name: field then, click OK.

Create Microsoft Personal Folders @

Eile: | D:\Mew PST File.pst

|
MName: iEPrimary Local Mailbox| ‘I
|

Format: [ Personal Folders File

Password

Password:

Verify Password: l
[] save this password in your password list

|

The new Outlook Data File will now be included in the list.
| E-mail ’ Data Files irRSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

LgAdd.. (9 Settings... @ SetasDefault X Remove ) Open Folder...

MName Filename Comment
Archive Folder BUP Archive_Backup04182012.pst in D:\PST

Archive Folders_04182012 Archive Folder_04182012.pst in D:\PST

FGPJ Mailbox FGP1_08112010.pst in D:\PST Default
Mailbox - Ferdinand Jr. ...  Not available

Primary Local Mailbox New PST File.pst in D:

To avoid using the wrong .pst file caused by many Outlook Data File,
1. You can delete an existing .pst file by clicking the Remove button.

E-mailr} Data Files j.RSS Feeds || SharePoint Lists || Internet Calendars || Published Calendars | Address Books

LgAdd... 15 Settings... @ Setas Default [ Open Folder...

MName Filename Comment
Archive Folder BUP Archive_Backup04182012.pst in D:\PST

Archive Folders_04182012 Archive Folder_04182012.pst in D:\PST

FGPJ Mailbox FGP1_08112010.pst in D:\PST Default
Mailbox - Ferdinand Jr. ... Mot available

While You Were Out ‘While You Were Out.pst in C:\Program Files\Microsoft Office\Office12

Primary Local Mailbox Mew PST File,pst in D:
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2. Click Yes when this prompt appears.
Microsoft Office Outlook X

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida” online survey form.
You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of ProductivI.T.y in MyLink.
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