How to Archive Items from My Outlook Account
(Microsoft Outlook 2007)

1. Open Outlook 4,
2. Under the File menu, select Archive.
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At the top of the window there are two radio
buttons. The first is to archive your items
from your Auto Archive settings. These
archive settings are set by default when the
software is installed on your computer. The
settings can be changed. The second radio
button allows you to override the default
settings and archive what you want when
you want. | personally prefer this option. | do
not always have the time to archive my
Outlook account when the computer thinks |
should have time.

The next box down is where you select what
you want to archive. | usually select the item
labeled “Mailbox — Sue Grider” by clicking
once on it. This means that all the mail,
contacts, calendar items, tasks, notes, etc.
that | have stored in my many folders as well
as my Sent Items folder will get archived.
Next, you need to select what date you want
for your archive. | usually keep about 1
month to 1 ¥2 months worth of e-mail on the
server and archive anything older than that.
Leave the check box, “Include items with
“Do not AutoArchive” un-checked.

The last item is where the archive file will get
stored on your hard drive. It is
recommended that you select where you
want the archive file to reside by selecting
the Browse button, but then you have to
remember where you put it. A good place to
store your archives would be in your
Documents folder.

Select the OK button and the archive
process will begin.

The last step is that you will need to find the
file ARCHIVE.PST on your hard drive and
copy it to another location other than your
hard drive. If your hard drive goes bad, the
file will most likely be lost and so will all of
your archived items. It is suggested that you
save this file to the administrative server
share on ‘mercury’ (H:) drive in the folder
with your username.



How do | View My Archived Items?

1. Open Outlook
2. Under the File menu, select Open
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3. Under the Open menu, select Outlook Data
File...
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5. Locate the 'archive.pst' file on your hard
drive. If you changed the location of the
Archive.pst file when you were archiving and
saved it in your documents folder, that is
where you should look.

6. Select the ‘archive.pst’ file.

7. Click the OK button.

8. You will need to view your Folder List in your
Navigation Pane to see the archives.

9. You first must view your Navigation Pane.
Select Navigation Pane under the View
menu then select Normal.

[ Inbox - Microsoft Outlook - = x
le  Edit | View Tools ons  Help Type 2 question for help B
ew - Arrange By * foAl & Foward |BF W | & | @ Sesrch address books - @ >
Gsnagr g Comentliew »
i - - » %
Mail Expand/Collapse Groups ¥ To-Do Bar
Favorte Fold — D]l «  wyamw
Navigation P >
[ nbox LA e i Normal e —| SuMo TuWe ™ Fr 5a
[Sysentrtf  To-DoBar > Minimized = 123 4
Mail Folders Reading Pane v u 50070 9DE
Feeding o Ali=F1 | 213115161718
) AN Mail 1t Reminders Window Current View Pane 2:03PM 19 30 21 22 33 24 35
S 25 27 28 20[30) 31
Toolbars v |lv Favorite Folders o
P 154 PH
| Status Bar ed Bruce Runyan - SAS
Refresh £5 P Fri 10:30 AM - 1130 AM
== ! Forsyth 777
(3 JunKEmal 100 TP email . g )
(5 Outbox (24 caroline merrell 144 P11 ‘F‘"”E‘Enﬁ;x‘"ﬂ‘m -
@ . help neede 1i12:00 PM -
El l@ RSS Feeds Fu: help needed e
= Sent ltems (21 Anna McFadden 1:27 P T —
& [0 search Folders Agenda @ CFC - Staff Meeting
= 55 Archive Folders 2 Annette Pan [ ri:00 RMEL00 BV
@ (5 Sensitive Mail nnette Parms g
= Faculty Luncheon Resenvation Confirmation
5 sovete s e
e EE Faculty Lunchean Reservation Confirmation H S errmrermm—
22tems All folders are up to date. |53 Connected to Microsoft Exchange ~

10. Click once on the Folder List button at the
bottom of the Navigation Pane.

4. Below is the window that will open.
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11. You should see “Archive Folders” at the
bottom of the Folder List.
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