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Manually Archiving Email in Outlook® 2003/2007

Before you begin — Please note that the archiving process detailed in this document does not
work with the VIU webmail system. It is intended for use on computers/laptops that are fully
connected to the VIU computer network and have the full version of Outlook 2003/2007 installed
on them. IT Helpdesk further recommends that you do not make multiple copies of the same
Outlook archival file on different computers and that you do not place Outlook archival files
on network drives (U:\ drives, departmental drives) because they have been known to become
corrupt when this is done.

Start — Organize your archive - In Outlook 2003/2007, right-click on your mailbox and create a
new folder called Archive where you will temporarily store mail messages that you will archive
later - Details on Page 2

When the time comes to archive, proceed to “Archiving Step 1”7 —

Archiving Step 1 — Create an ‘Archived Mail’ folder in Outlook and move mail messages and
folders from your ‘Archive’ folder into it — This will place all archived mail messages in a single
file called a PST or Personal Folder File. Details on Page 4

Archiving Step 2 - Back up your new PST file archive to CD or USB drive and test the backup
file by doing a restore of your mail archive from CD/USB backup — Details on Page 7

Moving Forward — Once you have created your archive file and folders, the process of
archiving your Outlook mail becomes much simpler as you proceed forward
Details on Page 12
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Start - Organizing your Outlook mail for archiving
Start the Outlook archiving process by creating a working ‘Archive’ folder in your Mailbox where
you will place and organize all mail messages that are going to be archived.

1. Open Outlook 2003/2007

2. In Outlook, right — click on your Mailbox and select ‘New Folder’ like so:

{a] Deleted Items (5]
[ Drafts [10]
=l 2 Inbox
3 MyMala
| SharePaint Test

Mail Folders # - _
101 All Mai . Wigw &l Sike Content 4 test Share
Documents .
<%hﬂailbnx - Brian Collicott ?‘ Emerging I:
3 Archived Mail = Open

Open in Mew Window

Mew Folder...

3. Inthe ‘Create New Folder’ window, name your new folder ‘Archive ’ and click ‘OK’

You should now have a new folder in your Outlook Folder list named ‘Archive’— This is
where you will temporarily store any mail messages you wish to archive and back up.

Mail Folders Fo
2] Al Mail Items -
= St n Collicott

7| Drafts [14]

[ Inbox
L& InfoPath Forms
| @ Junk E-mail [22]
L2 Outbox

LE] RSS Feeds

Mail Folders

TIP: You might want to create sub-folders
under the ‘Archive’ folder relating to time
periods (i.e. “2008”) or simply mirror the
structure of any sub-folders already present
in your Inbox to keep your organization of
mail consistent. You can create as many sub-
folders in the new ‘Archive’ folder as you
wish by simply right-clicking on it and
selecting “New Folder”.

L] All Mail Items
= &3 Mailbox - IT Helpdesk

..... o

eted Work %

& _g Answered or Fonwarded
Lg) Apostrophe
Lg) Booking L180-248
Led Express Scribe
Le Facility Work Orders
L&) Moving (1)

Lg) Receiving

L) Thank you emails

LgJ Tickets - Created, Added or ¢
L) Touch Screen

= ST SR 3y PR
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Moving mail messages to your Archive folder in Outlook

To move mail messages to the ‘Archive’ folder, just do the following:

Inbox

4 From To Subject

ite: Today
Janeane MacGillivray BErian Collicott RE: email archiving
Jake Gillespie Brian Collicott Accepted: Process -
AvePoint Mewsletter Brian Collicott Real-\World ShareP
Cindy MacLean M5; Tracey Terepocki; Jake Gillespie; Bria... FYI maximum mail
Tracey Terepocki DLITS Cookies from TLC
Erin Bascom Brian Collicott " i
Cindy Maclean Brian Collicott Qpen ltems £
Julia Hengstler Brian Collicott H@ Brint... arie
Jolene Edmunds ML VIU Community ,_.I\? Eorward Items l
Cindy MacLean BErian Collicott nai

Follow Up 3

Cindy MacLean Brian Collicott 5 f
IT Helpdesk DLITS St Y lGi
Jake Gillespie Brian Collicott Mark as Read 55"

ite: Yesterday
Stephanie Buckingham
Justin Kalef
Library

Chaila Mawvidcnn

Mancy Randall; ML Employees
ML VIU Community: ML Em;€ r
Brian Collicott

A\ X [ D

En

BAL WUTHE Camemnmibe

Mark as Unread
Delete [

Move to Folder... D

0 Unefote Y

1. Select one or many mail
messages that you want
to move to the ‘Archive’
folder.

TIP: You can select multiple e-mail
messages by holding the CTRL or
SHIFT keys down while clicking on
individual messages.

2. Right-click on the
selected message(s)

3. Select ‘Move to Folder’
from the shortcut menu

4. In the folder list that appears select the ‘Archive ’ folder and click ‘OK’

Move the selected items to the Folder;

2%

= £5F Mailbox - Brian Collicat

[ orchive
ﬁ Calendar
5= Contacts
fa] Deleted Ttems
L;* Drafts [14]

L] Inbox (2}
L& InfoPath Forms
S 1ourmal
L@ Junk E-mail [2Z2]
o | Motes
L] Ok

LE R55 Feeds
L= Sent Items

- 8]4 I
[ e |

Cance|

Mew, .. |

TIP: Once the Archive folder is created, you can
leave it in place and add items to it on a daily,
weekly or monthly basis (whatever works for you).
This will allow you have your mail for archiving
ready to go at any time of your choosing. Ideally,

=]

At some point, after you have moved a number of mail messages into the
‘Archive” folder, you will want start the archiving process. Please proceed to the
instructions for “Archiving Step 1” on the next page
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Archiving Step 1 - Create an archive (PST) file

1. Open Outlook 2003/2007
2. Click on ‘File ®New ®QOutlook Data File

», Inbox - Microsoft Cutlook

: File } Edit View Go Tools Acdions Help
MNew P |31 Mail Message Ctrl=M

1 Open P | %) Postin This Folder Ctrl+Shift=5

1 Closg All ltems Cii Folder... Ctrl=Shift+E

Save As.. L3 Search Folder... Ctrl+Shift <P
Save Attachment 4 Mayigation Pane Shortcut...

1 Eolder v |EH Appointment Ctrl=5hift=A
Data File Management... :j Meeting Reguest Ctrl=5hift=Q
Import and Export... =] Contact Ctrl=5hift=C
Archive.., Q Distribution List Ctrl=Shift+L
Page Setup v & Task Ctrl=Shift=K

_j;) Print Preview @ Task Request Ctrl=Shift+U
@ Print... Ctrl=P éﬂ Journal Entry Ctrl=5hift=)
Wark Offline | Mote Ctrl=Shift=N
Exit ﬂé Internet Fax Ctrl=5Shift=X
L Junk E-mail [39] = ChgoeseForm..
L= Outbox EY  ChooselpfgPath Form.. Ctrl=Shift=T
LE] Rs5 Feeds

{ Cutlook Data File...

[72 Camt Fame

3. Leave “Types of Storage” on the default selection and click ‘OK’

MNew Outlook Data File x|

Types of storage:

Qffice COutlook Personal Folders File (,psk)
Cutlook 97-2002 Personal Folders File . pst)

Description

Provides more skorage capacity For items and folders,
Supports mulkilingual Unicode data, Mot compatible with
Ouklaok 97, 98, 2000, and 2002.

Ik I Zancel
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4. Change the location for your archive file by clicking on the ‘Save in’ drop-down list in the
Browse window and selecting Local Disk (C:)

Outlook Data File

age Local Disk (1) @ -
o My Computer

Sl TOWMARSC A HOM AR

TIP: DO NOT select your U:\ drive or a departmental network drive as the location to store the

PST archive file. PST files run the risk of becoming corrupted and inaccessible when created on
network drives.

5. After selecting your C:\ drive, click on the “Create New Folder” icon

| — 1=
N 20X frotect
rument ~
I-Eqp Local Disk {1} j @ -3 @j T brotect
-Anna Book: [IFAQ (D spiderworks Create Mew Folder
aArchived Mail [Chinetpub [ TEMP
bakeryorders [CInkel [Chtestground

6. Name the new folder you are creating as follows:

Mame: Iemail archivel

“Email Archive”

Click ‘OK’

(a4 I Zancel |

7. Now click inside the ‘File Name’ field and name your archive file:

IT Help recommends that you name the file with your username and current date

lexample: If your username is brownj and the current date is Jan.28, 2009 name the|
larchive file brownj archive 20090128.pst|

File: uarr(- lbru:uwnj archive 20090125, @

I~
Files of bype: IPersnna Folders Files (. pst) j

8. Click ‘OK’ after naming the file.
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9. Now type ‘Archived Mail’ in the “Name” field of the next dialog box that appears and

click ‘'OK’

TIP: DO NOT create a password for your archive

You have now successfully created your
archive folder and it should appear as a new

folder titled ‘Archived Mail’ in your Outlook
folder list.

You are now ready to proceed with moving mail messages into your ‘Archived
Mail’ folder in Outlook. Here’s how:

1.

Right-click on the ‘Archive’ folder you have been using to temporarily store mail
messages for archiving and select ‘copy’ from the shortcut menu that appears.

In the ‘Copy Folder’ window, scroll
down the list of available folders and
select your ‘Archived Mail ’ folder.
Click ‘OK’

A copy of the ‘Archive’ folder will
appear under the ‘Archived Mail’
folder. You have now successfully
archived mail.

In preparation for backing up your
new mail archive to USB or CD,
please close the ‘Archived Mail’
folder by right-clicking on it and
selecting ‘Close Archived Mail’

Create Microsoft Personal Folders x|
File: I C:NEmail Archivelgoofy, pst
MameC  |archived Mail
Format: | Personal Folders File
Password
Password: I
Werify Password; I
[” Save this password in your password list
(o] 4 I Cancel
Copy Folder ilﬁl

Copy the selected Folder to the Folder:

L. Drafts [14]
L] Inbox
L& InfoPath Forms
\-3'3 Journal
L@ Junk E-mail [1]
| Motes
L Cutbo
LE RS5 Feeds
L= Zent Items
<] Tasks (1)

=y Publc Folders
=4 sharePaint Lists

i3

Zancel

Mew. ..

Proceed to Archiving Step 2 on the next page
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Archiving Step 2 - Backing up and testing your PST files

Any time that you export messages to a PST file in Outlook, you should also take the time to
back up the archive to CD or USB drive. Here’s how it’s done:

Start by closing the Outlook program. You will not be able to back up your e-mail archive
until the Outlook program is closed.

Backing up to USB drive

1. Plug in your USB drive to an available USB port on your computer.

g 2. Double click on the “My Computer”
icon on your Desktop.

My Compuker

3. Find the email archive file in the following location on your computer — C:\Email
Archive The file you are going to back up has the .pst file extension on the end of the
file name — most people name the file username email archive.pst - Right-click on
the email archive.pst file and select Copy

Email_archive . .
r : " : 4. Now open your USB drive location
acan far Vinises. . and Paste the copied archive.pst
Open With... :
file to create a copy on your USB
PSPad HEX

PSPad TextDif

2 add ko archive...

2 add to "email_archive.rar"

& Compress and emai. .,

& Compress ko "email_archive.rar” and email

Send To 4

Zuk

Create Shortout
Delete
Renarne

Properties
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Back up your archive file to a CD drive in Windows XP

If you do not wish to back up your e-mail archive file to a USB drive, you can also create a
backup copy on a CD. To do this, your computer will need a CD writable drive.

1. Place a blank, high quality CD-R disk in your CD drive.

2. Find your e-mail archive PST file at the following location on your computer: C:\Email
Archive

Back = | | - 'ﬁ‘ ) Search Falders -
Qe - Q- V) B

Address I“j Z:\email_archive

~email_archive. pst.tmp

. “ _ 1 email_archive

File and Folder Tasks - aaa| | THMP File Lo Microsoft Office Outlook Perso. ..
) == &4 KB = | 557,281 KB

) Make a new folder

3. Right-Click on the PST file and select ‘Send To > CD/DVD from the shortcut menu

~email_archive.pst.trp

TMP File utlook Persa, ..
&4 KB
Scan Far Viruses. ..
Open With...
o pspad
PSPad HEX

F3Pad TextDiff

B add to archive. ..

B Add ta "email_archive.rar"

B Compress and email...

B Compress to "email_archive.ratr" and email

[£] Compressed (zipped) Folder

@’ Desktop (create shortcut) ut
) Mail Recipient Copy
h:i My Documents Create Shorkouk
g 314 Floppy (A Delete
— Renarme
’__.,_ DY DCD-Rsty' Drivee (002
g IOMEGA HOD (E:) PrepEides

4. A dialog balloon will appear asking you to “click this balloon”. Do so.

er You have files waiting to be written to the CD. IEI

To see the files now, dlick this balloon,

Ty

|« ._r“ﬁr, 11:55 &

5. The file will appear in its own window. Click on “Write these files to CD” to start the
CD creation process.
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J Address |4 Dl

Files Ready to Be Written to the CD

CD ¥YWriting Tasks

J Write these files ko CD #

r\'—g DEIEI:EI: roner arw Filae n L.
Copies and writes the files vou select onta a recordable CD. |

6. Follow the steps in the CD creation wizard to backup your email archive to CD.

7. When you have finished creating your email backup CD, please make certain to label
it clearly and store it in a protective CD case. File the CD somewhere appropriate.

TIP: Windows XP can only create CDs via the method above; it cannot create DVDs
to store your PST files. If you wish to save a copy of your PST archive file to DVD in

Windows XP, you need to
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Testing your e-mail archive (PST file) backup

After backing up your e-mail archive to CD or USB drive, you should quickly attempt to access
the backup in Outlook to make certain that there are no problems with it. Here’s how it’s done:

1. On your computer, go to the C:\ Email Archive folder and create a new folder title
“‘Restore” like so:

& Email Archive

File Edit \Mjew Faworites Tools  Help

GBack - \_/J ? ) search Folders |E|v

#dd éf |{_""| Z:\Email &rchive 5

T d, Folder Svnc

File Folder
File and Folder Tasks S
J Make a new folder /J Restore | Create a new folder called ‘Restore’
@ Publish this Folder ko the
Web

":3 Share this Folder Microsoft Office Outlook Personal Folders

~ 1 ] email_archive.pst
Ol HEEES = Lo Microsoft Office Dutlook Persa,.,

e Local Disk (C:) B92,433 KB
.D My Documents

2. Copy the backup of the PST file from the CD/USB it is stored on to the new ‘Restore’ folder
at C:\Email Archive on your computer

3. Right-click on the PST file on your hard
drive and select properties. In the window attibutes: [ Haad-oniyi [ Hidden W Archive
that appears, make certain that thereisno
check mark in the ‘Read-only’ option like
so:

Click ‘OK’ (o4 I Cancel apply
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4. Open Microsoft Outlook 2003/2007

5. Select File ® Open ® Outlook Data File

i) Inbox - Microsoft Qutlook

EEiIe Edit Wiew Go Tools Acdions Help
— - Lﬁ Reply to All ,_-.}F::ur'l.-_'n.rard 9[
B Open > Selected ftems  Ctrl=0 |
H Close All Ttems Other User's Folder.., —
B Save As.. Calendar... E
Save Attachments F Cutlook Data File...
Frldar ' W;{;

6. Doulble-click the PST file you copied to C:\Email Archive\Restore in step 1

Open Dutlook Data File

Loak, in: age Local Disk (20
i My #nna Book, M3 ache Iy wwwhome
SharePoi... bakeryorders IC)My Downloads archiv
@. Desktop bioard I My Music
o My Look for the PST file you just copied to C:\Email Archive\Restore
=1

in step land double-click on it.

Mail Folders =
6) The archive file should open in Outlook as an )
additional new archival folder in your Folders list. L] All Mail Items v
Like so: =l €5t Mailbox - Brian Collicatt
[ Archive
{a] Deleted tems (1]
L7 Drafts [13]

= 2] Inbox (2)
[Cd MyMala
3 WISP denied
L& InfoPath Farms
L@ Junk E-mail [5]
L= Outbox
Ll RSS Feeds
=7 Sent Items
Ll 583 olders
£ Archived Mail

Click on the plus sign beside the new archival folder
you have opened and make certain that a copy of r

your archived messages are there.

wWww.Viu.ca/technology
June 23, 2009
Page | 11




Technology @ VIU

Once you have determined that the backup worked and is accessible, The last step in the
Outlook email archiving process is to ‘clean up’ the temporary Archive folder in your Outlook
Mailbox. This is the very first ‘Archive’ folder you created way back at the beginning of this
whole process. The folder where you place all mail messages that will be archived at some later
point. You need to delete all mail messages that have been successfully archived out of
this ‘Archive’ folder.

Select and right-click on any of the messages contained in the ‘Archive’ folder and choose

‘delete’ from the shortcut menu that appears to eliminate then from your active Mailbox.
(>, to be archived 2003 - Microsoft Cutlook

File Edit View Go Tools Acdions Help

SeinNew v | g3 (A3 X | CuReply CdiReplyto All (5 Forward | BE W | 7t | ¥ send/Receive ~ [ | @) Search address books
Mail # ||[d to be archived 2008
Fawvorite Folders Y8 From Ta Sub
L5 nbox
L Unread Mail =l Date: Older
L3 sent Items T Windows IT Pra Rrian Collientt End
|_¢; Favorites in Public Folders 1 Hatalie Willis Dpen tems Hap
Mail Folders % |[" 2] The Rapid ele (53 Print... AQ
JZ_)]AII Mail Items v ¢ -] ITHelpdesk ‘__3 Forward Ttems URC
= €5t Mailbox - Brian Collicott = Craig Red Eollow U | TE SEETS o LTl
Yy T Helpdesk ollow Up ’ URC
¢~y ITHelpdesk Categorize * URC
{ = IMHelpdesk | (= Mark as Read URE
= SILILn % Mark as Unread o
-~  Alfresco C Alfre
§ ) ITHelpdesl S _ Delete URC
¥ -] 'ITHelpdesk | 5 Move to Folder.., URE
= Fred Jacklin ,_,[Zi": Send to OneMote Camw
&y Convert to Adobe PDF
&y Appendto Adobe PDF

This will finally reduce your overall Mailbox size and you will have successfully completed the
manual mail archiving process in Outlook.
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Moving Forward - Maintaining you Outlook mail archive

Once you have created your archive, it will always be there in the form of a PST archive file
located on the hard drive of your computer at the location C:\Email Archive — This means that
you do not have to follow the “Archiving Step 1” portion of this document again. To manage your
Outlook mail archive from this point forward, simply do the following:

1. Use the temporary ‘Archive’ folder you created earlier as your day to day repository for
e-mail messages that will be archived. Drag and drop mail messages that you will
eventually archive into it — See page 3 for details

2. Once or twice a year, move the entire contents of the ‘Archive’ folder in your Mailbox into
the ‘Archived Mail’ folder at the bottom of your Outlook folder list. This will remove all the
messages from your active Outlook mailbox and store them in the PST file located at
C:\Email Archive — See page 6 for details

3. Back up the PST file located at C:\ Email Archive to USB or CD and do a test restore —
See page 7 for details
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