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ARCHIVING MAIL IN OUTLOOK
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ARCHIVING MAIL: LOCAL VERSUS ONLINE

There are a couple of options for archiving mail in Outlook at WSU: local and online. Either method will
free up space in the user’s mailbox.

Local

A local archive is stored on the user’s computer, not in a cloud based location online. Because of this,
users with local archives may only access their archive when they have access to the computer where
the archive is stored. A local archive may easily be set up by the user, with the steps outlined below.

Online

Online archives are stored in the cloud, which means the user may access the archive from anywhere
they can access their email. Unlike local archives, online archives cannot be set up by the user, and must

be created by WSU ITS.

LOCAL ARCHIVE

Creating a Local Archive

To create a local archive:

1. Go to Home tab = New Items = More Items = Outlook Data File

File Home Send / Receive

E Flél_ IS lgnore m

[EZ Clean Up ~
New | New Delete
Emnail Items = ;?g.]unk'
Ne =] E-mail Message
4 Fave [] Appointment
Inbox [;A  Meeting

Draft: A=  Contact
Sent | Task

Unre: E-mail Message Using » I
For Fu More ltems B
Delet: (8) Skype Meeting aR
Outbox fa
RSS Feeds =

I Saved
&

Untitled Folder

Folder View Help

el

Reply Reply Fo
All

Res

Search Current Mailbox
All Unread
4 Today

Post in This Folder
Contact Group
Task Request
Internet Fax 5H

Choose Farm...

Outlook Data File...
= eal

2. Name the archive, and select a location. It is recommended to keep the default location selected

by Outlook, so it will be easier to find on the machine, if needed.
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U <« Windows (C) » Users » » Documents » Outlook Files v O

—

3. Press OK.

Navigation

The newly created Archive will appear on the left side of the main screen, underneath the user’s Inbox.
The title created by the user is how it will display.

New Delete
4 Favorites
Inbox
Drafts
Sent ltems
Unread Mail 1
For Fallow Up [9]

”»

Lo

b TestArchivel I

Managing a Local Archive

The newly created archive will be empty until the user moves emails into the archive.
1. Select the emails to be archived (remember multi-select is possible by holding down the ctrl or
shift key).
2. Click on the highlighted emails and drag them to the new Archive folder.

Email ltems~ | W ounn Al i e
New Delete Respond Quick Steps
3 % .

4 Favorites Search Current Mailbox (Ctrl<E) P | Current Mailbox
ot All  Unread ByDate =  Newest 4
Drafts z

= ivuay
Sent ltems 5 &
Levine, Ali
Unread Mail 2 Important Email 1:35 PM

For Follow Up [9] Ali Levine [TS Applications Training Specialist

Deleted Items 33

= 7 ~

3
2 en
4 TestArchivel

Deleted ltems

Search Folders
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v Another option: With the emails selected, right click and select move = [Archive

name]
|=] rina reatea s E————ve———
TestArchivel - TestArchivel
i Quick Steps 3
‘% FRules b
g Move 3

!II _Lm OneMote

& lgnore

Back to Top

ONLINE ARCHIVE

Requesting an Online Archive

Online Archives will start with 4 GB of storage. Unlike a local archive, users do not have the ability to
create an online archive on their own. To request an online archive, contact the Help Desk at 4357.

Navigation

Once an online archive is created, it will appear on the left side of the user’s Outlook screen, underneath
their inbox.

Email frems~ 4t Junk~
MNew Delete

4 Favorites

Inbox

Drafts

Sent ltems

Unread Mail 1

For Follow Up [9]

Deleted ltems 33

OSSN e W W

 Online Archive - | ‘

v" If the Online Archive Folder doesn’t readily appear, try closing Outlook and Skype and
restarting the program.
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Managing an Online Archive

The newly created archive will be empty until the emails are moved into the archive.
v Select the emails to be archived (remember multi-select is possible by holding down the ctrl or
shift key).
v Click on the highlighted emails and drag them to the new Archive folder

wewvew vacie | nepy  nepy uviwaiu ) o
Email Items~ 4 unk~ ' ,:\”J 5| More - F Create New
New Delete Respond Quick Steps
i <

4 Favorites Search Current Mailbox (Ctri+E) yel Current Mailbox -

Inbo:

nbex All Unread ByDate =  Mewest + |']

Drafts o Tt

Sent ltems

Unread Mail

For Follow Up [

Deleted ltems . Levine, Ali

Important Email 1:35PM

Ali Levine ITS Applications Training Specialist

#

-
I Online Archive - Ali.Levine...

v Another option: With the emails selected, right click and select move = (Online Archive)

Mowve 3
N OneMote Online Archive - Ali.Levine@wichit...
W f5 Ignore

& lunk v

B2 Report As Spam

2 Delete

Back to Top

OPEN AN OUTLOOK DATA FILE (PST FILE)

Creating an archive generates an Outlook Data file (PST File). An archive is one type of PST file you may
be opening, but there are other occasions when you might need to open this type of file. To open an
Outlook data file (PST File) in Outlook:

1. GotoFile
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2. Select Open and Export from the left menu.

Info

Open & Export

Save As

3. Select Open Outlook Data File.

Open

= Open Calendar
= Open a calendar file in Outlook Gics, ves).

Open
Calendar

Open Outlook Data File
fag °

Open an Outlook data file (.pst).
Open Outlook

Data File
. Import/Export
— Import or export files and seftings.
Import/Export
= Other User's Folder
2R Open a folder shared by anather user.
Other User's

Folder

4. You will be prompted to browse for the PST file. Select it and press OK.

[J7 Open Outlook Data File X
- ~ 4 I » ThisPC > Desktop » v | D Search Desktop 2
Qrganize v New folder E- O @
- ! This PC A Mame - Date modified Type Size "

> j 3D Objects
» [ Desktop

2 A

w? Local Disk (T:)

= www (Wwebtest I . v

File name: | webackup.pst ~ | | Outlook Data File (*.pst) ~ |

Tocls 'l | OK ||| Cancel |
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5. The Data file will open on the left side of the screen. You may have to press the arrow next the
inbox of the data file to see the files.

4 Qutlook Data File
Deleted ltems
[+ Imbeoac

Search Folders

6. To close a PST file, find it on the left pane and right click on top of it. Select Close.

! Open in New Window

o

Open File Location
Close "Outlook Data File"
Tew Folder...

Add to Favorites

Sort Subfolders Ato Z

FeEEDP

Data File Properties...
4 Qutlook Cava rue T

Deleted ltems
I Inbox

Ca:

IMPORTING AND INTEGRATING OLD ARCHIVE FILES

Old archive files can be imported and integrated into a user’s new archive.
1. GotoFile
2. Select Open and Export from the left menu

pen & Export

3. Select Import/Export
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Open

r= Open Calendar
| Open a calendar file in Outlook (ics, vcs).
Open
Calendar
Open Outlook Data File
Open an Outlook data file (.pst).
Open Outlook
Data File
« Import/Export
— Import or export files and settings.
Import/Export
—_—
= Other User's Folder
28 Open a folder shared by another user.
Other User's
Folder

4. Select Import from another program or file and press Next.

Import and Expert Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file [vef)

Imp n iCalendar (.ics) or vCalendar file [.vcs]
om another program or file

Imp 55 Feeds from an OPML file

Import RS5 Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [.PST) and text files.

<gack [ nex> | | cancel

5. Select Outlook Data File (.pst) and press Next.

Import a File

Select file type to import from:

Comma SeEarated Walues

<Back || net> | | cancel
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6. Press Browse to find the file to be imported. Select the file and press OK.

TestArchivel.pst

0ty ) v < >

7. Select the radio button next to Import items into the same folder in, and select the desired
current archive: this could be an online or local archive.

Import Qutlook Data File X

Select the folder to import from:
» [E Testhrchivel

[ Include subfolders

(O Import itzms into the current folder

@ Import items into the same folder in:

{Gnine Archive - Al Levine @wichita.ed 1|

| <pack [ Fnsn | cancal |

Back to Top

QUESTIONS?

Contact information

Password Assistance:
e Technology Help Desk: (316) 978-HELP or helpdesk@wichita.edu

Assistance:
e TS Applications Training: (316) 978-5800 or training@wichita.edu

Back to Top

Page 9 of 9


mailto:helpdesk@wichita.edu
mailto:training@wichita.edu

	Archiving Mail: Local versus Online
	Local
	Online

	Local Archive
	Creating a Local Archive
	Navigation
	Managing a Local Archive

	Online Archive
	Requesting an Online Archive
	Navigation
	Managing an Online Archive

	Open an Outlook Data File (PST File)
	Importing and Integrating Old Archive Files
	Questions?
	Contact information


