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13 support issues for Microsoft Outlook

Outlook is one of the essential utilities for office workers, but it will be much more useful if you own the
program.

Outlook is one of the essential utilities for office workers, but it will be much more useful if you own the
program. The following tips and tricks will help you to keep the emails you have retrieved if your
Windows problem happens and your computer hasto bereinstalled. There are also many other issuesyou
can also find here.

Most users don't know where Outlook stores data and emails. However, you'll know this with just a few of the
features available in Outlook. Knowing the causes of problems will help you easily solve them. Note: This
introduction article only applies to Windows XP Professional computers in Classic view, using Outlook 2003 -
not the Exchange system .

1. Working with .pst file

Microsoft Office
£13 Gutiook 2003

Outlook stores folders, messages, templates and files for each user on a specific file - Personal Folder file. You
can store, copy, or even move a Personal Folder file (.pst), although you should not move it unlessthereisa
specia reason related to the work you are doing. Using Windows Search with the search term * .pst, you will
quickly find the location of these files. Normally thisfile islocated on the computer you are using, but if you are
using Microsoft Exchange Server, you cannot access it. In this case, you should contact your company
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administrator.

Frequently backing up .pst files on your computer is a smart idea. The frequency of doing thisis up to you; But
if you regularly receive important emails, you should back up every day. To backup the Personal Folder file and
its subfolders, simply follow these steps;

- Choose Import and Export from the File menu and follow the instructions given.

- Select Export To A Filefrom the Choose An Action To Perform list and click Next .

- Select Personal Folder File (.pst) from the Create A File Of Typelist , and then click Next .

- Choose Per sonal Foldersfrom the Select The Folder To Export From list .

- Click the Include Subfolder s option and click Next .

- Specify the directory and file name for the backup file.

- From Options, determine the processing method for duplicate objects.

- Click Finish .

2. Backup Outlook components

The components in Outlook - Calendar, Contacts, Journal, Tasks, and E-mail - don't always need to be backed
up in the Personal Foldersfile. You can backup these separate components in the following way:

- Repeat steps 1-3 in the above instructions

- Inthe Select The Folder To Export From list , select the folder of the Oulook object you want to export, then
click Next

- Enter or browse to the folder and file name you want to store
- From Options, determine the processing method for duplicate objects.
- Click Finish .

Repeat the above steps for each of the different components. If you are using it on a corporate server, do the
following:

- From the T ool menu, select Services and click on the Delivery tab

- From New Mail To Deliver The Following L ocation , select Remote Mail and confirm your Personal Folder
file or select your Microsoft Exchange Server mailbox, if you want to use offline folders.

- Click OK

- Exit and reopen Outlook.



3. Export Outlook foldersto another format

Outlook not only exports data to the .pst file, you can export different datato a number of different file typesto
get the appropriate data imported into another program. The method is as follows:

- Import and Export from the File menu.

- In the Choose An Action To Perform section select Export To A File, then click Next .
- From the Create A File of Typelist select the appropriate file type and click Next .

- Select the folder you want to export, and then click Next .

- Enter the path and name of the exported file, click Next . Or click Browse to browse to the appropriate folder
containing the export file and enter aname for thefile.

- Click Finish . In the last window, Outlook issues alist of mapped fields. Usually you will not need to change
the settings in this window unless you have some specia reasons for making modifications.

- Outlook will export the part in the field names. Y ou can change these names in the exported file but cannot
change them before exporting.

4. Deletethefolders

Adding foldersis an easy operation as you normally would, but when adding too many foldersit is necessary to
trim down unnecessary things. Of course, deleting directoriesis equally easy:

- Right-click the folder you want to delete

- Select Delete folder name.

After doing this, Outlook will move the deleted folder to the Deleted |tems entry as a subfolder. If you want to
actually delete the folder, right-click the deleted folder (in the Deleted Items section) and select Delete . When
Outlook will issue a message that you really want to delete this folder, click Yesif you are sure you need to
deleteit. If you do not do this, the deleted datais still in the Delete Items folder and still occupies a portion of the
resource space. In addition, if adirectory contains sensitive data or confidential data, it is still available for
anyone to access the computer to view it but cannot delete it, then you need to contact the administrator.
company network.

5. Delete .pst file from a profile

When a user leaves work or switches to another computer, you should delete their .pst file on the computer
system. Proceed as follows;

- Close Outlook (if it is open)
- From the Start menu, go to Control Panel

- Double-click Mail .



- Click Data Files

- Select Personal Foldersand click Remove.

- Click Close and close the Control Panel window again.

Outlook still needs another personal folder, so after deleting the current .pst file you need to recreate anew file
by clicking Add . Note the setting for this new file is the default file by selecting the file then clicking Default .
Only delete the user's .pst file when you are sure no one needs to access the contents of that file anymore.

7. Select Profile

Outlook can set more than one profile. Each Outlook profileis like a Windows user account, each profile
contains different settings and data for each user. However, if you want to define more than one profile, you
must set Outlook to ask for the login profile option. Do the following:

- From the Start menu, select Control Panel

- Double-click Mail

- Click Show Profiles.

- Click the Prompt For A Profile option To Be Used and click OK .

- Launch Outlook and you will receive a message asking you to choose a profile

8. Archiveto avoid data loss

Outlook has abig flaw: if you don't store or delete unnecessary messages on aregular basis, your fileswill get
bigger and bigger and Outlook won't be able to manage them all. Finally, Outlook may fail. If this happens, you
can download afile that allows you to reduce the file size of Personal Folders. Unfortunately, this tool can cause
you to lose data because of its 'file size reduction’ feature.

To avoid this problem, it's best to:

- Delete unnecessary emails and messages.

- Store ( Archive) objects on aregular basis: go to File select Archive.

9. Retain custom toolbars

Outlook has the information of the toolbars, including any custom toolbars you've created, thisinformation is
stored in afile named outcmd.dat . Y ou can find thisfile in the directory:

C: Documents and SettingsusernameApplication DataMicrosoftOutl ook
Y ou should back up thisfile after you have a custom Outlook interface suitable for your intended use. If

something changes in the interface you created, you can retrieve the lost toolbars by replacing the outcmd.dat
filein C: Documents and Settingsuser nameApplication DataMicrosoftOutlook with the file you backed up. Y ou



can also use thisfile to copy custom toolbars to another Outlook.

The default Windows will hide this outcmd.dat file. To see it and copy it to another folder, you must display the
hidden file by opening Windows Explorer, going to Tools menu, selecting Folder Options, selecting the View
tab and clicking the Show Hidden Files And Foldersoption .

10. Contact emails appear in Address Book

When you enter an email address, you can usually choose from the Contacts list. If the Contacts list does not
appear, right-click the Contacts folder and select Properties ; then click on the Outlook Address Book tab.
Make sure the Show This Folder As An Email Address Book section is selected. If this option is dimmed,
select E-mail Accountsfrom the Tools menu and then select View Or Change Existing Directories Or
Address Book , proceed to the following steps:

- If the Outlook Address Book isnot in thelist, add it and then restart Outlook.
- If Outlook Address Book is aready in thelist, delete it and then close Outlook. Open Outlook and add it again.
11. Use Extended Remindersfor multiple Task folders

Y ou can have more than one Task folder, but Outlook only receives reminders and follows the flags on the
default Task folder. That meansthat if you set areminder in the Task folder not by default, Outlook will ignore
it. If you haveto do this, consider using another additional product, such as Extended Reminders.

12. Clear the search history

The Contact Quick Find feature will store the information each time you search. If an item has been saved in the
list, you can quickly chooseit if you want to search again. But thislist will gradually expand and thisis not
really good. Outlook stores these search entries in the Registry and you must delete it by deleting the following
key:

HKEY_CURRENT _USERSoftwareMicrosoftOffi cever sionOutl ookQuickFindMRU

Note : Registry editing is quite arisky thing, make sure you have fully backed up the registry before making any
changes.

13. Read the messages that have been archived in the CD

Y ou can backup a Personal Foldersfileto CD, but thisfileisin Read Only mode by default. To view the
contents of the file, you must put it back into the hard drive. Unfortunately, if the Read Only property is still set
to True, you still cannot access the itemsin thisfile. Y ou must reset this property by right-clicking on thefile
and selecting Properties. Remove the option at the Read Only section and click OK . After resetting the
property, you will be able to accessthefile.

Y ou finished reading the article "13 support issues for Microsoft Outlook™ edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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