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Overview

Provided in this folder are the requested e-mails sent or received since April 1, 2009. The e-mails are
available in three different formats: PST, MSG and HTML. There is a folder corresponding to each
format. Below is an explanation of each format, along with instructions for accessing the emails and tips
on which format to use.

PST Format

This format requires the user to have Microsoft Outlook. If the user does not have Microsoft Outlook,
it is advised to use the HTML format.

The PST format is the preferred format. The PST folder on this disk will contain a PST file to import into
Outlook. This is a single file which contains all of the requested e-mails. When viewing the PST file, e-
mails and attachments will appear as they did on the County employee’s workstation.

The PST file will also allow the user to easily search the contents of the e-mails by using the built-in
Outlook search feature. This can save time when trying to search through several hundred or thousand
e-mails. A user can also delete emails within the PST if he or she wants to remove results.

Instructions for using the PST format:

Open the folder named “PST,” which is located on the disk provided by Lake County.
Inside this folder is a file named “emails.pst.” Copy this file to a location on a computer. Copying
the file to a computer will make searching through the e-mails much faster.

3. Open Microsoft Outlook.

4. Go to File > Data File Management



5. Click the Data Files tab
Account Settings

ot S|

Data Files
Cutlook Data Files

R55 Feeds | SharePoint Lists | Internet Calendars | Published Calendars I Address Books

LgAdd... [ Settings...

ﬂ Set as Default }( Remove [C=) Open Folder...

Marne

Internet Calendars
Mailbox - Ross, Erikk
SharePoint Lists

Filename

Internet Calendar Subscriptions. pst in C:\Users'eross, LAKEGOV. ..
outlook.ost in C:\Users\eross, LAKEGOV \AppData'Local\Microsof, ..
SharePoint Lists.pst in C:\Wsers'eross, LAKEGOV\AppDataiLocall, ..

Cornmenit

Default

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

Tell Me Mare. ..

6. Click Add.

7. Choose Office Outlook Personal Folders Files (.pst) and click OK.
8. Browse to the emails.pst file copied to a computer.



9. Notice the name field in the window dialog that opens. Remember this name for the next step.
Click OK in the dialog window that pops up.

Personal Folders . -

General
Marme: erikk_tes_pst i—

Filename: C:\Users\eross, LAKEGOV \Desktoplemails. pst

Format: Personal Folders File

Changes the password used to access

[Change Password... ] the personal folder file

] Reduces the size of your personal

| Compact Now folder fle

Comment

—l——. [ oK ] [ Canicel Apply




10. On the left side of the Outlook application, a new Mail folder will be displayed that contains the
same name from the previous step.

Efile Edit View Go Tools Actions Help

@ﬂew - }( Qﬂeply Q Reply to All Q Forward

Type a question for help

@ LEa Send/Receive - | @ Sy ?ﬁl

| & Snaght [ | Window

-

[J RootItems

Favorite Folders

Mail Folders
O] All Mail Items

£4% Mailbox - Ross, Erikk
=] ﬁ erikk_tes_pst

{a] Deleted tem

@ Inbox

@ Cutbox

[ Root Items

E 5ent tems

E{.‘i Search Faolders
£ Mailbox - twitteralerts
£ SharePoint Lists

|Search Root Items O v| b4

Arranged By: Date |':

=) Hartenstein,...
RE: Propose...

=1 Ross, Erikk 1.,
FW: Propos...

Re: Propose..,

=i PDS Support.,
Re: Propose...

=1 Ross, Erikk1..,
RE: Propose...

= SQL Server ...,
SQLdm Alert..,

=1 Willis, Kevin ...
RE: ESRI Ser...

=1 Ross, Erikk &..
RE: ESRI Ser...

=) Host_Monitor
BCCITWIOL ...

= Host_Monitor
BCCITWIOL ...

= Host_Monitor
The URL htt...

= Host_Monitor
Web Server ..,

BCCITWIOL D Drive is BELOW 2GB *
of FREE Disk Space as of

Host_Monitor

Sent: Thu 10/29/2008 5:00 AM
To: IT Admins; Ross, Erikk

=

Message from HostMonitor (host
changed status)

Test BCCITWIAL D Drive
Status: Unknown

Date 16/29/2609 §:80:81 AM
Reply

Jeg oq-ol

" LIAAd 00°E [}

syse] It :lepo) .-‘

11. Expand that name and click in the folder labeled “Root Items” to see all of the e-mails. Browse
through the e-mails as you normally would in Outlook.




Searching e-mails

Now that the e-mails are in Microsoft Outlook, the user can search through them with ease.

1. Find the search bar and enter a search term.
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! File Edit View Geo

[EANew [ 3 X
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Microsoft Outlook
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@ Reply to All i, Forward
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Arranged By: Date Mewest on top
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(=1 Host_Manitor 5:00 AM
BCCITWIOL D Drive is BELO...
(=1 Host_Monitor 5:00 AM
BCCITWIDL C Drive is BELO...
(=1 Host_Monitor Wed 3:16 PM
Web Server BCCITWIDL ha...
(=5 Host_Monitor  Sat10/24
BCOTWIOL O Drive has fre...
(=] Host_Monitor  Sat10/24
BCOTWIDL C Drive has fre...
(=1 Host_Manitar Fri10/23
BCCITWIOL D Drive is BELO...
(=1 Host_Monitor Fri 10/23
BCCITWIDL C Drive is BELO...
(= Host_Monitar  10/15/2009
Web Server BCCITWIDL ha...

{5 Host_Manitor  10/15/2009
Web Server BCOTWIDL ha...

Did you find what you were searching for?

Try searching again in All Mail ftems.

BCCITWIOL D Drive is BELOW 2GB of FREE Disk Space
as of 10/29/2009 8:00:01 AM
Host_Monitor

Sent: Thu 10/29/2009 5:00 AM
To IT Admins; Ross, Erikk

Message from HostMonitor (host changed status)

Test : BCCITWIB1 D Drive
Status: Unknown
Date : 18/29/2889 3:88:81 AM

Reply :

s
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Jeg oqg-ol

“awabeuely 11 :d 00:E %

syse] [t :lepo] .—‘

2. Notice how the list of e-mails is narrowed down to only include those items with the search
term. Outlook also highlights the search term.

Removing the Emails from Outlook

1. To remove the PST file from Outlook, right click on the PST folder and select close PST.




MSG Format

This format requires the user to have Microsoft Outlook. If the user does not have Microsoft Outlook,
it is advised to use the HTML format.

The MSG folder located on this disk, will contain an html page named summary.html with summary
information for each e-mail. Click on a message link and the associated e-mail will open in Outlook. The
e-mail attachments will appear just as they would when the original e-mail was sent or received by a
County employee.

If the user has Microsoft Office, it would be better to use the PST format since it is easily searchable and
easier to browse through all the e-mails.

HTML Format

The HTML folder located on this disk, will contain an html page named summary.html with summary
information for each e-mail. Click on the message link and the e-mail will open.

E-mail attachments are embedded in the e-mail messages. Due to the way attachments appear in html
messages, the formatting may be odd. This is one of the disadvantages of this format.

Advantages to this format include being able to view the e-mails without the need of Microsoft Outlook,
being able to view the BCC field and not needing any other application to open attachments.

Questions

For more information about the contents of this disk, contact the County Attorney’s Office at (352) 343-
9787.



