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About Archive and AutoArchive
Your Outlook mailbox grows as items are created in the same way that papers pile up on your desk. In the paper-based world, you can occasionally shuffle through your documents and store those that are important but not frequently used. Documents that are less important, such as newspapers and magazines, you can discard based on their age.

You can quickly complete the same process in Outlook. You can manually transfer old items to a storage file by clicking Archive on the File menu, or you can have old items automatically transferred by using AutoArchive.

1. AutoArchive is a two-step process. First, you turn on AutoArchive. On the Tools menu, click Options, click the Other tab, and then click AutoArchive.
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2. For backup reason, we want to change the default archive file location to My Computer. So, click on Browse.
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3. Then click on the arrow to display a list of folders, select My Documents folder.
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4. Notice the default archive file name is archive.pst, I suggest you leave it that way and click Ok three times to finish turning on the AutoArchive feature.
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5. The second step of AutoArchive is to set up the AutoArchive properties for each folder that you want archived. To view the properties of a folder, right click on that folder then select Properties.
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6. Change the settings to meet your need. Remember that you can customize each folder with different setting. The default archive file location should be archive.pst in My Documents for all folder.

AutoArchive setting of Inbox folder.

[image: image8.jpg]T | e [ T
[ e Aoirchive

7 Clean ut tems lderthen [6 = [Morths -
e

[C:\Documents and Settingsthal ey D Browse.

€ Pemanently delte old tems




AutoArchive setting of Sent Items folder.
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7.
To start manually archiving folders, click on File then Archive…
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8.
You can archive all folders based on AutoArchive settings or individual folder with the older than date setting.
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9.
To stop AutoArchive, go to Tools, Options then click on the Other tab then AutoArchive and uncheck the AutoArchive every box.
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You can see your archive.pst file grow as time goes on.
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10. If you want to see the Archive folders under Outlook Folder lists. 
a. On the Tools menu, click Services.
b. On the Services tab, click Add.
c. In the Available information services box, click Personal Folders then click OK.
d. Specify the file name and location for your archive.pst file then click Open.
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Select archive.pst and click Open. 

e. In the Name box, enter a name for the personal folder file (Archive Folders).
f. Select the options you want then click Ok.  The Archive Folders is now available to view from Outlook.

Note: Archiving will move your old emails from the server to the local hard drive and the data will reside in the archive.pst file. You can make a backup copy of that archive.pst file at any time.  By using AutoArchive, you can greatly reduce the size of your mail box on the server and hopefully cut down on the network traffic.
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Click on the arrow to expand then select My Documents












