Archiving  old E-Mail messages
In order to ARCHIVE -- store e-mail messages that are no longer in active use -- do the following:

1.  While log in to the Outlook Program, click on the File menu until you see the Archive option, select it.
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2. The following screen will appear.   Make sure the “Archive this folder and subfolders” is selected and the Inbox is highlighted. 

[image: image2.png] archive all folders according to thekr Autorchive sektings
& archive this Folder and all subfolders:

=% Malbon - lasrcom 8 Traiing E

© Clendar

© Contacts

(3 Deleted ems

& Dratts (1)

I inboc[E}

3 Jounal

© Notes

3 Outbor
B Sentltems.

Archive items older than: [Tue 9/21/2004 =

™ Include items with "Da nok Autodrchive” checked

archive fie:

| C:\Documents and Settingsiclassroom10.CITY\Lc - Browse.
s





3. Enter the date of the e-mail messages that you want to archive in the “Archive items older than” selection.

4. In the selection “Archive file” you will see that any archive that has been done has gone to the following location: 

5. This location will have to be modified in order to have files go to a location where they can be backed up.  Click on the Browse button on the bottom right.
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6. After selecting the Browse button, scroll down  to your Home directory (H drive) for example, “classroom6 on Snoopy\users\….” .   Highlight it and click on it.
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7. While in the H drive create an Outlook folder were you can archive e-mail messages you no longer need in your Inbox, but may want to refer to at a later date.  Click the icon of the folder with the yellow light and click on the OK button.
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8. The New Folder dialog box will show up, enter the word:  Outlook and click the OK button.
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9. The following screen will appear letting you know the folder has been created.   Make sure archive.pst is in the File Name line and then click the OK button.
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10. You will be returned to the Archive screen in Outlook.   You will see that the archive file is now in your H drive:   H:\Outlook\archive.pst.   Click the OK button.
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11. This is the location where your archive documents will be stored and can be retrieved at a later date.

Follow this same procedure to save messages from any of your other folders, such as Sent, Deleted Items, etc.

Your E-Mail messages can also be saved on a CD.   Please contact the MIS Support Team for assistance.

Retrieving Old Messages

In order to retrieve your archive messages, 

1. In Outlook, go to the File menu and click on Open and the Personal Folder (.pst)
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2. Find the Outlook folder on your H drive, click on it.  
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3. You will see the archive.pst file in the Outlook folder, highlight it and click on it.
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After selecting the archive.pst file, an Archive folder will appear in your Outlook program.   All your old messages should be there.   The benefit is that they are now being stored on your H drive on another server instead of the E-Mail server.
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4. To the left of the Archive Folder, you will see a + sign, click on it until it turns to a negative sign (-).   This will tell you that the folder is now open and you can view all folders and messages that have been archived to this folder.

Reminder:   There is an Inbox in the Archive Folders and another one in your Outlook Today Folder.   When looking for current mail messages make sure you are viewing the correct Inbox.
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5. If you no longer want to see the Archive Folder in your Outlook program, highlight “Archive Folders” and right click.  Point to the “Close “Archive Folders”.   
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6. You will see that the “Archive Folders” is no longer displayed in your Outlook program.  Go back to step 1 any time you want to retrieve it.
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Deleted Messages

In order to utilize space wisely, here is another option to check off.  You may be deleting messages, but they are still being saved, please make sure the following option is selected in Outlook.

1.  On the Tools menu, select Options.

[image: image16.png]r0soft Outlook
w_Favgites | Took Actons Help

[new- & [ % [ 2

Send/Receive

It send/Receive | 25 Find g Diganize @ |

Fules Wizard
Out o Office Assistant

I

Foms

Services.
Custorize

5 Dubon
© Sertlems

D Taks
B vsining
© Publc Foldsrs

My Shorcuts

Other Shoteuts

Fok
5} Enpl"Dekted lems” Foder

x| t[e[e/D[Fom [Subject |Receved | To
110 Training] £ Classroom Training Tue3l... Classro,
, 4 Classroom10 Train.. Test mess... Mon 1... Classr.

w

2 Classroom10 Trai
4 Classroomd Train
2 Classroons Trainng

test mess..
Fw:
This s atest

Classro,

5 Ttems, 3 Unvead





2. In the Options menu, select the Other tab. 
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3.  In the Other tab screen, enable with a check the “Empty the Deleted Items folder upon exiting”.   Each time you close Outlook, your Deleted messages folder will be emptied out automatically.
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