Creating Personal Folders in Outlook 2003
What you should know about personal folders
· Your Personal Folders can only be accessed from the computer where you create your personal folder (because the information will be stored on the local C: drive).

· Personal Folders are not accessible via Outlook Web Access.

 HYPERLINK "http://www.cowetaschools.net"  When you move messages to a Personal Folder, they are no longer stored on the Exchange Server. So, you will NOT be able to access these messages from home.

· Once you have created a personal folder, you can easily move messages from your Inbox to your personal folder by holding down the left mouse button on a specific message and dragging it to your Personal Folder. 

Here are the steps for creating a Personal Folder
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1.  Open Outlook
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—--—-Original Message--

To: Bass, Blake

Guidance Click Here

From: The US Department of Education Office for Civi Rights Assistant
‘Secretary [maitto:EDPublications@EDPubs.org]
Sent: Friday, May 23, 2008 4:16 PM

Subject: Dear Colleague Letter to Superintendents on Title VI Access to
‘Advanced Placement Courses

Today, the Office for Civil Rights in the U.S. Department of Education
issues the attached guidance in order to provide State educational agencies
‘and local educational agencies with information regarding students” access
to Advanced Placement and other challenging academic courses. The
‘purpose of this guidance is to ensure that when students are provided the
option to participate in Advanced Placement and other challenging
‘academic courses and programs, access to, admission into, and the
‘administration of such courses are provided on a nondiscriminatory basis
consistent with Title VI of the Civil Rights Act of 1964 and its implementing
regulations at 34 C.FR. Part 100. We encourage you to share the
information in this letter widely with your staff
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2.  Click File / New / 

     Outlook Data File…
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3.  Click on Office Outlook
     
Personal Folder File (*.pst)
     
and then click OK  
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information in this letter widely with your staff
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option to participate in Advanced Placement and other challenging
‘academic courses and programs, access to, admission into, and the
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4.  You will be given a chance to change 
the name and location of the saved folder -- I recommend leaving it set for the default so that it will be easier to find later.  Just click OK.
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5.   You will be given an option 
to password protect your folder.  
You may leave it blank if you want.

Click OK. 

6. Close any open windows.



You May Now Use Your Personal Folder…

1. Open Outlook

2.  You will now see your 
Personal Folder in the
Folder List on the left.

3.  To set up folders
under your Personal Folder,
Click File / New / Folder
4.  Give the folder a name and
make sure Personal Folder is highlighted
under “where to place the folder”,
then click OK.

Repeat this step for each new folder
you wish to create.




4.  To move emails to a personal folder,
click once on the email and then drag the mouse pointer over to the left until the folder you wish to move the email into is highlighted (the folder name will be covered by a blue box) then release the mouse button.  The email will be
moved from your Inbox into the 
folder you selected.

Click on email and hold down mouse button while dragging to folder.





Once desired folder is highlighted, release the mouse button.









