Microsoft Outlook 2007:
Creating A Backup Copy of Your Outlook Archive

Manually backing up your Outlook archive file to your U drive will safeguard your archive file in the
event your local hard drive crashes or is damaged without a backup in place. The following steps provide
the best practice information to manually backup your archive file for DePaul University.



2.

Verify the location of your Outlook
archive by going to Tools, and then
select Options. Select the Other tab and
then select the AutoArchive... button.

Under the section labeled Move old
items to: you will see the location of
your Outlook archive file.
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3.

You can navigate to the location of this

file by doing the following:

a.

Highlight and copy the file path,
which is everything that
proceeds the file name (e.g.
C:\Documents and
Settings\username\My
Documents) filename.pst)

Go to Start and select My
Computer

Paste the file path in the
Address area and press enter

L) | Microsoft Office Outlook

&O Windows Live
: 3 Messenger

Q> Sprint PCS Connection
@ Manager {UTStarcom)

! Configure Picasa Photo
- Viewer
| 2 | micrasoft office word 2007

_.__4 BounceBack Settings

=N

!@: BounceBack Backup

\ Adobe Photoshop C52

Command Prompt

all Programs

! J My Pictures
J My Music

!L My Computer

‘Eg My Network Places

B? Control Panel

@ Set Program Access and
Defaults

e Connect To
)

i é Printers and Faxes

!)) Help and Support

,.) Search

Log OFff @ Shut Dowr

|#istat EB@ O I+ ©O0@ - 2082 4

! My Computer

J File Edit View Favorites Tools Help

J@Back v L.) v iﬁ' ‘/i) Search i Fold

J Address I
= Undo

e Lacal Disk {C
(St

L DVDCD-RW
-)Shared Docu
) Michael Jord:
@My Sharing F

Open IME

Reconversion




Once you have a window where the
archive file is located opened, go to
Start and select My Computer once
again.

Open your U: drive, by double clicking
on the drive labeled (U:)

You can create a new folder to store
your Outlook archive backup on your U
drive by following the directions below
or you can create a backup of your
Outlook archive file directly on the root
of your U drive:

a. To create a new folder for your
Outlook archive right click and
go to New and select Folder

b. Name the folder and click off of
the folder to manifest the name
change, and then double click it
to open it.
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Before proceeding make sure you have
closed Microsoft Outlook.

Make sure both the window with your
U drive and the window with your
archive file is open and both are visible.

You can copy your Outlook archive file
from your My Documents folder to
your U drive by using either of the
methods below:
a. Dragging and Dropping
i. Right click on the
archive file and drag it
to your U drive and
then release the right

click

ii. A menu will appear and
you will select the Move Here
option to Copy Here, at Create Shortcuts Here
this point you should Cancel

see a Copying progress
bar pop up.

il Once the copying has Jeopying. x|
completed you have [ ‘
successfully backed up ; b
your Outlook archive _J /./

file.



b. Right Click and Copy

You can right click the
archive file you wish to
backup and select the
option to Copy

Left click on a blank
area of the window for
your U drive, then right
click and select the
option to Paste, at this
point you should see a
file Copying progress
bar pop up.

Once the copying has
completed you have
successfully backed up
your Outlook archive
file.
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