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Archiving Email in Full Outlook

REMEMBER TO DELETE ALL OLD EMAIL = Open
ON A WEEKLY BASIS! Open in New Window

= Move Tnbox"...

For important email that you need to save: % Copy Inbox-..

1. Create a new folder in your Inbox. R

e Right click on the word Inbox and select NEW ae Rename Tnbox"...
FOLDER \_,; NeliFolder..

e Give the folder a name such as: student info

) Remove from Favorite Folders
e Move the emails that you want to save to that folder

Mark All as Read
Process All Marked Headers

2. Export the file Process Marked Headers
e Goto FILE and select Import and Export

e Select Export to a file
e Click NEXT

Import and Export Wizard

Choose an ackion ko perform:

Change Sharing Permissions...

el Neneackinr

Export RS5 Feeds to an CPRL file

Impark a WCARD File (L wcF)

Import an iCalendar {.ics) or wiZalendar File {.ves)
Impart From another pragram or File

Impart Inkernet Mail Account Setkings

Import Internet Mail and Addresses

Impark B35 Feeds from an QPML file

Impark B35 Feeds from the Cammon Feed List

Descripkion
Export Outlook information to a file For use in other

prograrns,
Export to a File

e Under Create a file type

select Personal folder file Create a file of type:
(.pst) Comma Separated Yalues (DOS)
e Click NEXT Comma Separated Yalues (Windows)

Microsaoft Access 97-2003
Microsaft Excel 97-2003
Personal Folder File ¢, pst)

Tab Separated Yalues (D0S)
Tab Separated Yalues (Windows)

e Click on the folder under
your Inbox that you want to
archive
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3. Save the file to your 3
desktop
e Click BROWSE to —
select the location to

save your file.

e Use the drop down arrow to select your

desktop
e Rename the file something you will
recognize and click FINISH

4. You can now burn the filetoa CD

Export Personal Folders
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Options

{*) Replace duplicates with items exported
) Allow duplicate items ko be created

) Do not export duplicate ikems

'y My Computer
ﬂ, 314 Floppy (4:)
cge Local Disk ()
|5 Documents and Settings

| Joanc.RTSD

[=) Local Settings

|5 Application Data
|5 Micrasaft

5. You will still open it from within Outlook, but it will appear at the bottom of your list of

folders




