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Managing your PST

As a Microsoft Outlook user you are probably reading this because you are faced with a growing problem regarding disk space utilization.  The reminder of your disk utilization is usually brought on by either human intervention (i.e., your local network administrator) or through an automated quota enforcement process.  In either case, this document is being provided to give you some helpful tips in managing and maintaining your Personal Storage File (PST).  The helpful tips include topics such as, sorting and deleting messages, reducing the size of your PST, and moving or copying your PST. 

What is the Problem

The Outlook environment has a built in quota system that can be used to limit the physical size of your mail storage.  The process under which the quota system works has been setup with two tiers.  Once your account reaches the first level quota, you will receive system-generated messages to reduce the amount (size) of e-mail contained within your account.  Upon reaching the second level quota, your ability to send e-mail is halted.

To resolve the account’s size problem (and to stop getting system nasty-grams), users began creating PSTs (either network based or locally on their C: drive) and started moving their e-mail into the PSTs.  This solved the user’s immediate problem within the Outlook environment but moved the resource demand to another limited source. 

What is a PST

A PST is an auxiliary storage file that works in conjunction with Microsoft Outlook.  Even though the PST looks and acts like a normal data file, it is actually a very sophisticated, self-contained database structure.   The PST stores information such as folder definitions, forms, messages and any associated attachment files.

There are many benefits for using PST and also a utility for repairing broken PSTs, but those discussions are outside the scope of this document.

Getting to know your PST

The three most important things to know about your PSTs are its name, location (path) and size.  All of these can be found by:

1. Open Outlook
2. Highlight Personal Storage Folders (PST Folder)

3. Right click mouse button and select Properties for “Personal Folders”
4. From the General tab select Advance… to get the name and location (path).

The sizes of your PST folders will be expressed in “K” or Kilobytes.  Since disk space use and quota limits are usually expressed in Megabytes, a simple conversion from Kilobytes to Megabytes must be performed.  This is accomplished by dividing the Kilobytes number by 1,000.   Example:  23,500 Kbytes would be 23.5 Mbytes.   

Now that you are aware of your PSTs location and size, use Windows Explore feature to find your PST again.

1. Open Window’s Explore
2. Locate the path listed in your PST folder

(ex., H:\Exchange\Terrie.pst)

Notice the size of your PST provided under the Explore feature.

1. If size is not shown click on View from the menu bar.

2. Select Details
Note:  If the two sizes (Windows Explore and Microsoft Outlook) are vastly different, your PST folder is a good candidate for compaction.

Deleting & Compacting Mail from Personal Folder

The reduction process involves several steps.  

1. Delete or remove any unwanted mail from your Personal Folder

2. Delete all mail from the Deleted Items folder (residing under your Personal Folder)
Invoke the Compact option on your PST file.  The compacting process is required, because the PST is a database file that must be reorganized afterwards to reclaim the freed disk space created by deleting or removing e-mail.

Compact PST

1. Highlight Personal Folder
2. Right click mouse button and select Properties for “Personal Folders”

3. From the General tab select Advance… 

4. From the General tab select Compact Now 

Note:   The Compact Now function will only work if there is a minimum of 16 Kbytes of freed space.

Why large size is a problem

Large PSTs affect system performance, alternative storage options, backups, and archiving. 

1. Outlook incurs a slower response time upon opening and increases the traffic load on the network (building & displaying the folder’s contents).

2. Increases the resources required to perform daily backups and restorations (because the entire PST must be backed up each day).

3. PSTs larger that 100mb do not have the option of being stored on ZIP drives.

4. PSTs are constantly being updated and will never age to become eligible for future archiving.

Quick ways to find files to delete

The quickest way to locate e-mails for deletion is to use the column sort capability within Outlook’s message display screen.  Some of the easiest sort fields to use involve the following: Received Date, Size, From and Subject.  

If these column headers are currently not shown, they can be simply added by:

1. Position the cursor over any header and depress the right mouse button.

2. Select Customize Current View...
3. Select Fields  and 

4. Add any Fields/Headers that are wanted or missing and click OK.

By placing the cursor on the column header and depressing the left mouse button, Outlook will sort the listing in either ascending or descending order.  This will automatically group your e-mails for you by age, listing the oldest (or youngest) first, by size, listing the largest (or smallest) first, and so forth.   Remember that deleting is a two-step process.  First it moves the mail to the Delete Folder, then you must delete it from the Delete Folder.

Copying/Moving your PST

One of the simplest ways to deal with the constraints of network disk utilization is to either move or make a working copy of your PST on your local C: drive.  This will either provide you with a backup copy, while you are deleting messages from your primary PST, or get you completely out of the disk management process.  Be careful here because the second option brings an added level of backup and recovery concerns with it.

To copy or move your PST to the C: drive:

1. Open Windows Explorer and list your C:\ directories.

2. If an Exchange directory does not exist, create one using the File, New options 

3. Locate your PST file(s) (remember the name, location and path information) 

4. Copy or Move the file to your C:\ drive, Exchange directory.

5. Rename the PST file (right mouse button) At this time it’s also a good idea to

6. Restart Outlook
To add the new PST to your folder list.

1. Open Outlook 

2. Select  File, Open and  Personal Folders files (.pst) 

3. locate the  new PST
4. Select the PST and click OK
If you “copied” your PST, you will notice that you have two Personal Folders with the same name within your Folder Listing.  Now is a good time to rename one of them. 

To Rename a Personal Folder:

1. Highlight Personal Folders.

2. Click right mouse button, and select Properties 

3. Select Advanced  At the “Advanced” window,  note the Path (this tells you which one you are renaming)

4. Enter the new name in the “Name” field, then exit

5. The new name should appear in the Folder List

If you “moved” your PST, you will have to reconfigure your folder profile.  The following steps will guide you through this.

1. While in Outlook, click on the “moved” PST (You should receive a message indicating the PST can not be found)

2. Highlight/select your main Inbox  (this returns you to an active status)

3. Select the “Tools”, “Services” options

4. On the Services Tab, highlight the “Personal Folder” , click on “Remove”, “Yes”

5. While still on the Services Tab, select “Add” to open the “Add Service to Profile”

6. Select the “Personal Folder” choice, click OK

7. Key-in the new path name or browse for PST (i.e. C:\Exchange\C Drive .PST), click “OK”

8. Then Exit out of all screens.

Your  “moved” PST should now show up in the Folder Listing.
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