Microsoft Outlook 2007: Manual Archiving Resources

Manually archiving resource account(s) saves data from your resource account by moving it to an
archive file in your My Documents folder. The following steps provide the best practice information to
manually archive your resource account(s) for DePaul University.



To start open Microsoft Outlook by going to Start -> All Programs -> Microsoft Office -> Microsoft
Office Outlook 2007
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3. You may archive individual folders or
an entire mailbox. This example will
archive the entire resource mailbox by
selecting Mailbox — the resource name.

4. Select the drop down arrow next to
Archive items older than: and select a
date that is 60 days prior to today’s
date.

Example: If today’s date is 3/25/2009,
you would choose 1/25/2009

—

Archive @

() archive all Folders according to their AutoArchive settings
(3) archive this folder and all subfolders:

= 9 Mailbox - Zcmtest % (]
% Calendar

-] Contacts
(&) Deleted Items

L7 Drafts
L7 Inbox
S Journal
L@ Junk E-mail g
.. | Motes

LE Outbox ]v[

11}

Archive items older than: TuTelZIZ?IZUDS Er_]
[JInclude items with "Do not AutoArchive” checked

Archive file:

| Browse. ., |

( OK ][ Cancel ]

r—— ~
Archive E
O archive all folders according ko their Autoarchive settings
(3) archive this folder and all subfolders:
= - Mailbox - Zcmtest ]
] Calendar

-] Contacts
(&) Deleted Items

L7 Drafts

L) Inbox

Sd Journal
L@ Junk E-mail =
\o | Notes

L4 Outbox |v|

1]

Archive items older than: | Sat 3{25/2006

[JInclude items with "Dor 4 January 2006 >
M TW TF S S
2627 28293031 1
2 3456 7 8 pe.
91011 1213 14 15

l OK 16 17 18 19 20 21 22

Archive file:

23 24 25 26 27 28 29

(=




Select Browse and navigate to a
desired location or enter a file
path manually and click OK.

Note: Since this is a resource account
make sure you use a different file name
then you use for your personal Outlook
archive.

WARNING! Your archive should always
be saved on your local hard drive in

My Documents for best accessibility,
but you must manually back up your
archive on a consistent basis to a
network drive such as your U drive.
Your local hard drive (C:\) is not backed
up, therefore you run the risk of losing
your archive file all together if you do not
have a back up of the archive file stored
on a network drive such as the U drive.

Select Ok to start the archiving
process.
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7. The archive status will appear in the
bottom right hand corner of Outlook.
Wait until the archive process has
completed before you close Outlook.
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