*****NMCI User Bulletin*****

Managing your Personal Folders (PST files) in Microsoft Outlook
AUDIENCE

This message is being sent to all NADSUSWE users, San Diego Helpdesk, San Diego NOC and Pearl Harbor NOC.

DETAILS

In order to improve your understanding of the NMCI operating environment and

aid your productivity as an end user, you will be receiving periodic

messages that include some pointers on how to be a successful user.  This

first communication will provide you with some tips on how to better manage

your information in Outlook.  

As an NMCI user you are allocated 50 MB on the exchange server for email,

calendar items, contacts, etc.  As you approach this limit (at 45 MB) you

will be issued an email warning.  If you meet or exceed 50 MB of space on

the exchange server, you will receive an email warning and will be

prohibited from sending email until you create available space on the

server. This is accomplished by either deleting data or moving data from

your space on the server to your Personal Folders.  Personal Folders, also

known as ".pst" files, are data storage files that can be located on either

the hard drive of your computer or on a network drive (i.e. your H: Drive).

Since any information moved into these folders will be removed from the

exchange server, anything stored in these Personal Folders does not count

against your 50 MB limit.

However, in using Personal Folders there are several things you must be

aware of in order to be successful.

1)
Be aware of where your Personal Folders are stored.  Personal

Folders can be stored on your hard drive (C: drive), your personal server

space (H: drive), or even your shared drive (S: drive).  Where you decide to

create and store your .pst files depends on which option best suits your

personal operational needs.  For example, if you store your .pst files on

the C: drive they will be available when you work away from the NMCI network

(for laptop users), however they will not be backed up and you will not be

able to access them from other NMCI machines.  If you store your .pst file

on the H: drive it will be backed up regularly and be available from any

NMCI workstation, but it will be much slower when dialed in remotely (RAS)

and will possibly use the majority of your allotted H: drive space (700MB).

Therefore, you should consider all of your options and select the storage

method that works best for you.

2)
Periodically check your .pst file size.  Personal Folders files,

like any electronic file, have a tendency to corrupt if they get too large.

For .pst files you should try and maintain a size of, no larger than 600MB.

To check the size of your .pst files:

a.                   Click the Start button on your desktop; select Search. 

b.                   Click the For Files or Folders button. 

c.                   Enter *.pst in the Search for File or Folders Named field. 

d.                   Click the Search Now button.

e.                   All of your .pst files and sizes will appear in the Search Results.

If any .pst file exceeds 600MB, create a new file:

a.                   Right click the Outlook icon on your desktop; choose Properties. 

b.                   Click the Add button; scroll down/select Personal Folders; select OK. 

c.                   Name new .pst file under File Name; select Open. 

d.                   In the Create Microsoft Personal Folders window, enter the new name, again. 

e.                   Select OK twice. 

f.                     Open Outlook. 

g.                   Drag/drop folders from original Personal Folders or Archive to new one just created. Drag/drop enough to reduce the size of the original .pst file.

3)
To help prevent corruption to your PST file(s), we recommend that you use the Inbox repair tool (SCANPST.EXE) periodically.  This tool will determine the consistency of your PST file and attempt to repair any inconsistencies found during the scan.  This tool can be found on your computer at: C:\Program Files\Common Files\System\Mapi\1033\NT\SCANPST.EXE.  To use the tool, follow these steps:

a.
Close Outlook.  The tool will not be able to scan your PST file if you are currently accessing it.

b.
Launch SCANPST.EXE by navigating to the location mentioned in step 3).  You can also create a shortcut on your desktop or add it to your taskbar for quick launching.

c.
At the Inbox Repair Tool window, select Browse and then navigate to the location of your PST file.  Once you find your PST file, click Open.

d.
Click the Start Button.  The process will go through 8 phases and upon completion you will be provided with results of the scan.  If there are no discrepancies found, click ok and the process is complete.  If there are discrepancies found, you will be given the option to attempt repairs of the PST file.  You will also be given the choice to make a backup of the scanned file before repairing.

e.
The speed of the scan is dependent upon numerous conditions:

i.
Size of the PST file - Larger files will take longer

ii.
Location of the PST file - Files located on your home directory (H: drive) or Shared drive (S:) will take longer, then if the PST file is on your local hard drive.  

4)
Do not to save your .pst files into the WS profile folder in your H:

drive.  If you choose to save your .pst files to the H: drive, be sure you

do not place them in the folder labeled WS Profile.  Your WS Profile is

verified when you log on to NMCI and is reloaded to the network when you log

out. Saving files here will significantly increase your log on and log off

time.

5)
Back up any Personal Folders stored on your C: drive.  You should

back up any important data (including Personal Folders) that you store on

your C: drive regularly.  Files can be backed up to the H: drive, floppy

disk, CD, or Zip disk.* Follow the steps below to complete this process for

.pst files.

a.                   Right click the Outlook icon on your desktop; choose Properties. The Services tab displays. 

b.                   Double click the Personal Folders icon. The location and name of the .pst file appear in the Path window. 

c.                   Using Windows Explorer, locate the .pst file referenced in the Path window. 

d.                   Right click this file to use WinZip to compress the file. Copy the file to a CD or H drive.

*Additional storage space and hardware devices, such as CDRWs and zip

drives, may be purchases through a Contract Line Item Number (CLIN).  See

your NMCI government representative or visit

<<http://www.nmci-isf.com/clinlist.pdf>> <<<http://www.eds.com/nmci/clinlist.htm>>>

for more information.

REQUIRED ACTIONS

Read the details above and take any action necessary in order to maintain

functional Personal Folders within Outlook.

ASSISTANCE

For assistance, contact the NMCI Help Desk at 1-866-THE NMCI.  Visit

<<<http://www.nmci-isf.com/userinfo.htm>>> for additional NMCI user reference

materials.

COMMENTS

The information contained on this page is confidential and proprietary information of Electronic Data Systems Corporation (EDS). This information is not to be disclosed to third parties without written authorization from EDS. This information is to be used solely for the purpose of performance of the NMCI contract.
