1. Start Microsoft Outlook 2010/2013/2016.
2. Under the ‘Home’ tab, click ‘More Items’, and click ‘Outlook Data File...’

Send / Receve

Folder

View

Reply

Reply Forward
All

Respond

Search Classes (Ctri+E)

All Unread
We didn't find any
Post in This Folder

Contact Group
Task Reguest
Internet Fax

Chgose Form...

Ijl % lgnore
¥ Clean Up~
New — New Delete
Email [tems~ ztSJJl-“"”'«"
Me =1 E-mail Message
4 Crai FE Appointment
“I_"_" Meeting
[E5 Contact
L N
v Task
=L
=R E-mail Message Using »
=
E( More ltemns | A
(f_% Skype Meeting o
-
[2=] Contacts Ka
I
lobs =
%Journal =
[ Junk E-Mail |E

Outlook Data file.. |

3. Navigate to a location where you would like the archive file to be stored, rename the file to

something you can find later, and click ‘OK’
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4. An email archive folder should now be available on the left panel in Outlook, as seen below:
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5. Simply click and drag any emails or folders that you would like to archive into this new email
archive.

NOTE: It may be a good idea to back up your email archive periodically to the Krannert U: drive. To do
this, simply copy the Email Archive file (.pst) to the U: drive.



