Opening email archiver PST Files

You will need Outlook, or a free PST viewer like PST File Viewer

http://www.freeviewer.org/pst/

Or you can Google PST Viewer

Instructions Using PST File Viewer

a. Open up PST File Viewer
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b. Clickon AddFile —
c. Browse to the Path were the file is located
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d. You will see a list of folders
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e. Go to the Unfiled Folder = Unfiled
f. A list of emails will be displayed, select the message you wish to read
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1) [ @ | From

JustFOIA Digest Rep...

| Subject

JustFOIA Daily Diges...

|To

Ricardo Castillo <rca...

| Sent
3/19/2015 7:01:45 AM

| Received
3/19/2015 7:01:47 AM

| Size[KE)

[ Inbox 1 = JustFOLA Digest Rep... JustFOILA Daily Diges... Ricardo Castillo <rea.. 3/20/2015 7:00:37 AM  3/20/2015 7:00:40 AM 38
% 2:::’1::m; El = JustFOILA Digest Rep... JustFOILA Daily Diges... Ricardo Castillo <rca.. 3/21/2015 7:00:42 AM 3/21/2015 7:00:44 AM 50
@3] Contacts I:l (=] JustFOIA Digest Rep... JustFOILA Daily Diges... Ricardo Castillo <rca... 3/22/2015 7:00:49 AM  3/22/2015 7:00:52 AM 50
ﬁ Calendar D = JustFOIA Digest Rep... JustFOIA Daily Diges... Ricardo Castillo <rca... 3/23/2015 7:00:43 AM  3/23/2015 7:00:44 AM 50
ELJ Motes =l =1 = JustFOIA Digest Rep... JustFOLA Daily Diges... Ricardo Castillo <rca... 3/24/2015 7:00:39 AM 3/24/2015 7:00:40 AM 53
[ Tasks [ &= JustFOIA Digest Rep... JustFOIA Daily Diges... Ricardo Castillo <rea... 3/25/2015 7:00:42 AM  3/25/2015 7:00:44 AM 55
q Search Root El = JustFOILA Digest Rep... JustFOILA Daily Diges... Ricardo Castillo <rca... 3/26,/2015 7:00:39 AM  3/26/2015 7:00:41 AM 58
Ca IPM_VIEWS |:| (=] JustFOIA Digest Rep... JustFOILA Daily Diges... Ricardo Castillo <reca... 3/27,/2015 7:00:40 AM  3/27/2015 7:00:40 AM 58
23 TPM_COMMON_VIE™ | [7] = JustFOIA Digest Rep... JustFOIA Daily Diges... Ricardo Castillo <rca,., 3/28/2015 7:00:45 AM  3/28/2015 7:00:47 AM &0
“ i | 3 = = JustFOIA Digest Rep... JustFOLA Daily Diges... Ricardo Castillo <rca... 3/29/2015 7:00:47 &AM 3/29/2015 7:00:42 AM &0
g. You will see a preview of the message once selected.
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LD | @ | From | subject | To | sent | Received | SizelKB)
|:| B=a JustFOLA Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo <rcas... 371972015 7:01:45 AM 3/19/2015 F:01:47 AM 38
(] JustFOIA Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo <rcas... 57 3T AM 5 7:00:40
=1 =] JustFOLA Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo =rcas... 3/21/2015 7:00:42 AR 372172015 7F S0
/) =a JustFOLa Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo <rcas... 3/22/2015 7:00:49 &AM 3/22/2015 7 50
= =a JustFOLA Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo =rcas... 3/23/2015 7:00:43 AN 3/2342015 7 50
0 = JustFOLA Digest Repo... JustFOLA Daily Digest ... Ricardo Castillo <rcas... 3/24/2015 7:00:39 AN 372442015 7 53
=) LstEQTS Dioest Beno ... LstECLS Daily Diaest ... Bicardo Castillo, s re8s. . 3252005 T00:4 2 A 342542005 Fa00za sk 55
Mormal Mail View | Hesx Wiew I Properties View | Mescage Header View I PAIME Wiew | HTML VWiew | RTF View | Attachments
From : JustFOLA Digest Repert <donotreply @JustFOLA.com> Date Time : 3/20/2015 7:00:37 AR
To : Ricardo Castillo = rcastillo@northrmiamifl.gows>=;
Cc H
Boc =
Subject 2 JustFOLA Daily Digest - Clerk
Attachments :

Ricardo Castillo_

Hl=

Below is vour JustF OLA daily digest which inchides all pending Clerk open records requests.

Pending Department Flesponse 3/10,2015 3/28/2015

|72 |[Pending Department Response [3/r11/2015 |13 |3/30/2015
[1s [Pending Department Response [3r12/2015 [14 [4/1/2015
1s [Pending Department Response [3r12/2015 [14 [4r1/2015
17 Pending Department Response 3/13/2015 15 4/3/2015
18 Confidential - Legal Review 3/13/2015 1s 4/3/2015
19 Confidential - Legal Review 3/13/2015 1s 4/3/2015
20 [Pending Department Response 3/13/2015 1s 4/3/2015




3. Instructions Using Microsoft Outlook (we use Outlook 2013 for our screen captures)
LE

a. Click on the File Bk
b. The Click on The Open & Export Menu

©
Info O pen

Open & Export
Open Calendar
Save As E Open a calendar file in Outlook (ics, wes).

Save Attachments

Open Qutlook Data File
Print D Open an Outlook data file (.pst).

Import/Export
Impaort or export files and settings.

Office Account rz 4
rz4

Options

Other User's Folder

Exit
- Open a folder shared by another user.

c. Select Open Outlook Data File and Browse to the Drive that has the file you want to open
(If you get an error about file access is denied, copy the file to your desktop folder or
another folder on your local hard drive first)

Once you select the file click on Open and you will see a new folder show up on your Menu
that’s called BMA Export

4 BMA Export

Inbox

Sent Itermms
Deleted Iterns
Outbox
Unfiled

Search Folders

Click on Unfiled
A list of all the emails contained in the folder will show. Select the message you want to view.

When you are done, right click on the words “BMA Export” and select “Close BMA Export” to
close the File.



