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Section 1 – Archiving

Set AutoArchive properties for all folders
AutoArchive is turned on by default. However, you can change its default settings.

1. On the Tools menu, click Options, and then click the Other tab. 

2. Click AutoArchive. 

3. With Run AutoArchive every n days selected, specify how often to run AutoArchive. 

4. Select the options that you want. 

5. To apply the changes to all folders that currently use the default settings, click Apply these settings to all folders now. This will not override custom archive settings that you've specified on individual folders. The Contacts folder is not archived.
Note   If you change the archive file listed under Move old items to, it's changed for all folders that use the default AutoArchive settings.

Set AutoArchive properties for an Individual folder
1. Right-click the folder you want to AutoArchive, and then click Properties on the shortcut menu.

2. Click the AutoArchive tab.

3. Click on Archive this folder using these settings
4. To specify when items should be automatically transferred to your archive file, enter a number in the months box.

5. To specify a file for the archived items to be transferred to, click Move old items to.

6. In the Move old items to box, type a file name for the archived items, or click Browse to select from a list. Click on OK.
Change AutoArchive Settings 

1. Tools menu, click Options
2. Click the Other tab, and then click AutoArchive
3. Set the options for autoarchiving and click on OK.

View Your Archive Folder

1. On the File menu, click on Data File Management.

2. Click on the Add button

3. Personal File Folders is selected. Click on OK. 

4. Navigate to your archive file (it will have a .pst extension) and click on OK.  
5. Click on Close. The .pst file is added to your Folder List.  
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