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Archiving Email under MS Outlook

1. Click on “File” on the Menu Bar

Menu bar

i Beply to All 5 Fooward | o= ’3’W@ ~ | SoFind 2] _l_‘u Type
Z3 |, Messages = =1 a0,

Pate: Older

s Nancy Drews Wi Utilcy Shutdown 10-am-2pen
MNancy Drewe FwW: Utilxy Shutdown 10-am-2penm
k—l; Charles Bean Wi Utilty Shutdown 10-am-Zpen

Mailbox4 32

FW: Utility Shutdown 10-am-2Z2pm

Nancy Dreww
To: nancydrewtest@mat.vwsu. edu

————— Original Message————-—
Frams Charlee Remn fmad lera-hean@oais ednl

2. After the drop-down menu appears, click on Archive....

Microsoft Outlook

FW: Utilcy Shutdown 10-am-2pmn
Nancy Drew FwW: Utilky Shutdown 10-am-2pen
Charles Bean FW: Utilty Shutdown 10-am-Zpm

FW: Utility Shutdown 10-am-2pm

Nancy Drew
To: nancydrewtest@mal, wsu.edu

————— Original Message———-—-—

Fram: Charlae Reaan fmadirashaanBoss adnl



3. In the Archive window, Click ONE of the following options:

e Archive this folder and all the subfolders

Archive

N (O archive all folders according to their Autodrchive settings

) Archive this Folder and all subfolders:
# [ Doug
7| Drafts [1]
[ Glenda
[ html
L] Inbox (S}
A& Journal
[ Junk B
L@ Junk E-mail
[ Kathy
# [ Mailbox432 v

[E>

Archive items alder than: ’ hu 7/1/2004 v|
[JInclude items with "Do not Autoarchive” checked

archive file:

iC:'l.Documents and SettingsivogeleriLocal Settingi [ Browse. .. ]

[ OK JQJ[ Cancel ]

4. In the “Archive jtems older than” list, choose a date from the date menu. (In the example
below, items in the folder created before July 1|, 2004 will be archived)

(O archive all folders according to fheir AutoArchive settings

(%) archive this Folder and all subfolders:
# [ Doug
L,Z Drafts [1]
[ Glenda
[ html
L] Inbox (S)
3ﬁ Journal
[ Junk ™
L@ Junk E-mail
[ Kathy
# [ Mailbox432

|>

| €

[]Include items with "Do not AutoArchive" checked

Archive file:

iC:EDocuments and Settings\vogeleriLocal Setting| [ Browse... ]

[ OK k_‘[ Cancel ]




9. Click on browse if you want to select a previously existing file

() archive all folders according to their AutoArchive settings
Mrchive this folder and all subfolders:
# [_3 Doug
L7 Drafts [1]
_ Glenda

[

LB Junk E-mai
[ Kathy
£ [j Mailbox432

N
archive items older than: [mm v ]
[]Include items with "Do not AutoArchive}\sQiked

Archive file:

£

[ ok kj[ Cancel J
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[~ Open Personal Folders m » .. . » u
GOd' . « AppData » Local » Microsoft » Outlook v|$,||

S sl SR

Organize v New folder =

Search Outlook 2l

%l RecentPlaces 4 Name Date modified Type Size

i \g] archive 4/3/201210:33 AM  Microsoft Office ... 601
4 Libraries

& Android Apps
@ Documents —
J’ Music
[ Pictures
Videos

m

1% Computer
£, Local Disk (C:)
B8 DVD Drive (D) IC
B DvD RW Drive (E:
% monthly report (‘7

v 4] [ 3

File name: B0 .

Save as type: [Persanal Folders Files (*.pst) v]




6. Toinclude items that you previously selected NOT to archive, mark the checkbox selecting
<*Include items v\ith "Do not AutoArchive">..

rchive M

\ Archive all folders according to their AutoArchive settings
chive this folder and all subfolders:

N @ Mailbox - Eris Cuesta
@ Calendar

8 Contacts

\¢/ Deleted Items (136)

>

m

& rnal
L@ Junk E-mail [90]
L,L_I Notes -

Archive items older than: $Mon 12/12/2011 u
Indlude items with Do not AutoArchive” checked
|| \ - z | |
' —— ...,.,. 1
‘C:\Users\eo.lesta\AppData\Local\Microsoft\Ouﬁo} Browse... I
|- |
' (o J[ concel | '

lc—

7. Tofinish, click OK



