Outlook Archives (.pst Data Files) Overview

What are Archive Files (.pst Data Files)?

Archive files (Outlook Data Files or .pst files) are used to store data
(Messages and Calendar Items) moved from your online Exchange account
to your home directory.

Why do | need to Archive?

It is necessary to move Outlook information from you Exchange account,
on the Server, to prevent individuals from reaching the size limit set for
their accounts. If the size limit is reached you will be prevented from
Sending and Receiving messages.

Mailbox size limit on the mail Server is:
o 1 Gigabyte

Naming Your Data File (.pst)

We do not recommend that you name your Archive.pst file “Archive.pst”,
doing so may result in you losing all of your data and it may not be
retrievable.

Name your Archive something meaningful and monitor the size of the file.

Manage the Size of Your Data File (.pst)

The larger the size of the .pst file the greater the possibility of
corruption. Keep the size under 1 Gigabyte.

Where Can | View AutoArchive Settings?

Default AutoArchive settings can be viewed by clicking the AutoArchive
Settings tool on the Folder tab. See diagram below.
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Default AutoArchive Settings File Name
By default your AutoArchive settings are:

e Run AutoArchive Every 14 Days

o Archive or Delete Old Items

o Show Archive Folder in Folder List
e Archive items older than 3 months

e Move old items to: You must type the full path to your Home

Directory beginning with “\\” and the .pst file name to which to
save your data.

We recommend that you save your .pst files in a folder called “Mail” in
the root of your Home Directory.

If the folder does not already exist, navigate to your Home Directory, via
“Computer”, and create it in the root of your Home Directory, not in My
Documents. Move any existing .pst files to this folder.

Click Apply these settings to all folders now after making any changes to
the full path or .pst file name.
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Diagram A
AutoArchive
[¥ Run sutoarchive every |14 i’ days

[T Prompt before sutadrchive runs

During AutoArchive:
[~ Delete expired items (e-mail folders anly)

[¥ &rchive or delete ald items
[+ Shaow archive falder in folder list

—Default folder settings for archiving

® Move old items to:

Clean out items older than |3 i’ IMDnths LI

“\\ca—staﬂ“Fs—zkstaFf\HomeDir\DEllD Browse... |

The full UNC\Path, not visible in
Diagram A, to the Archive Data file

(-pst)

4

Diagram B

|FUmeDir\DDlD \mail‘mprilzum.psdl arowse___l

‘ @ Move old items to: ‘ ‘

" Permanently delete old items

Apply these settings to all folders now |

To specify different archive settings for any folder, right-click

on the folder and choose Properties, then go to the
AutoArchive tab.

oK |

Cancel |

If you would like to AutoArchive your folders more frequently you can
choose the “Archive this folder using these settings:” option.

You can set the Clean out items older than options as low as 1 day.

Inbox Properties

Generall Home Page AutoArchive |Permissions Synchronization

(" Do not archive items in this folder

y Archive items in this folder using the default settings

(® Archive this folder using these settings:

| Clean out items older than | IZ_i"

(" Move old items to default archive foldm

(® Move old items to:

Months _v_l

Weeks
Days

{aff\homedir\OOlo \mail\April2014.pst Browse...

(" Permanently delete old items ‘
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Manually Archive Folders

You can force Outlook to Archive items in your Inbox and Calendar at any
time.

Select Cleanup Tools from the File menu

Home  Sen :} Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and archiving.
E'.. Save As Pl

Cleanu h

1 save Attachments Toals - 1.88 GB free of 2 GB

Info

Select Archive... from the menu that appears

_ sl Mailbox Cleanup...
= Manage mailbox size with
advanced tools.

% Empty Deleted Items Folder
@ Permanen? delete all items

in the d Items folder.

s _LL.I Archive...
= ||| Move old items to Archive

Folders in the folder list.

= Mailbox Cleanup

E: Manage the size of
Cleanup -

Tools ~ 1.88 GB free of

To Archive all folders according to their AutoArchive settings, which
we looked at in the previous section, select this option in the list and
click OK.
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To Archive folders according to your choice select Archive this folder
and all subfolders follow steps 1 - 3 below.

Archive x|
(" Archive all folders according to their AutoArchive settings

/@ Archive this folder and all subfolders:

To Archive all folders & subfolders
click your e-mail address.

&) @ccc.commnet.edu
T Inbox
L7 Drafts [3]

= Sent Items 1 OR
(e Deleted Items (9)]

2 Calendar (1) - Click the individual folder you would
84 Contacts like to Archive.

& Journal

Lg Junk E-mail [38] ~|

Archive items older than: IFri 1/31/2014 j
[~ Include items with "Do not AutoArchive" checked

Archive file:

I\\ca-staﬂ“Fs—Z\StaFf\HomeDir\Dﬂlﬂ \mail\Apr Browse... |
oK | Cancel |

(" Archive all folders according to their AutoArchive settings
(@ Archive this folder and all subfolders:

E & Flo @ccccommnetedu =
# . Inbox
/| Drafts (6]
L3 Sent Items Click the d |
@ Deleted Items. (16) ick the down arrow to select an
% i Calendar (1) 2 Archive items older than: date
58 Contacts using the Calendar.
& Journal
“@ Junk E-mail [27] v
Archive items older than: |Wed 1/29/2014 { vll
[ Indude temswith™ o paareh 2014 >
Archive file: SuMo TuWe Th Fr Sa

fs- 2\Staff\HomeDIr\008 1 wse. .. I

2 34567138
{ « 910 11 12 13 14 15
= 16 17 18 19 20 21 2
324 2526 27 8 2

31

8&)

Today
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Verify that your Archive file (.pst data file) is correct and going to the
correct location.

Click OK to start the Archive process manually.

Archive X

(" Archive all folders according to their AutoArchive settings

i® Archive this folder and all subfolders:

SN | @ ccc.commnet.edu -

L1 Inbox
LA Drafts [7]
= Sent Items
(& Deleted Items (12)

This should be the same .pst file

= Calendar (1 i
L Contacts @ 3 name and path established for your
& Journal AutoArchive settings. If you change

L@ Junk E-mail [38] the name here, you will not be
changing your default AutoArchive

Archive items older than: |Tue 4/1/2014 j
[ Include items with "Do not AutoArchive" checked

setting.

Archive file:

|\\ca—staFF'Fs—z\StaFF\HumeDir\DDw Ymail\April2 Browise...
l 0K I Cancel ‘
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Linking To Archive (.pst) Data Files

Archive files (.pst data files) are visible on the Outlook Navigation bar.

' Home | Send /Receive Folder View Add-Ins

saaad i~ Ignore ;
O = o x -
(¥ 4=Clean Up ~

New New  One-Click Schedule &Junk' Delete Re
E-mail Items~ Meeting Meeting ~

New WebEx Delete
A . ©@ccccommnetedu : iSearch Inbox (Ctrl+E)
{ f_;""m 8@ D Received
[ 7] orates e 4 Mon 5/5/2014 2:43 PM
[‘3 gy = Mon 5/5/2014 2:04 PM

% Mon 5/5/2014 2:02 PM

@ Deleted Items (17)
= Mon 5/5/2014 1:50 PM

[ S catendar 1 3 Mon 5/5/2014 1:03 PM
5] conacs 3 Mon 5/5/2014 1:00 PM
Sy 23 Mon 5/5/2014 12:51 PM
= = Mo

Click the down arrow to see

[EjunkE-mail a :
/6 items lower on the list.
o | Notes L ? 2 Mo

)| —— 4 =2 Mon 5/5/2014 12:24 PM

Page 7 of 20



Outlook Archives (.pst Data Files) Overview

Three Archive (.pst data files) folders are visible in the following

example.

= WIUI 3/ 2 £V 1.0V TV
- = Mon 5/5/2014 1:03 PM
g Tosks 3 Mon 5/5/2014 1:00 PM
» Apri20is Click to expand the folder /2014 12:51PM
= wiun o7 0/2014 12:51 PM
% Mon 5/5/2014 12:43 PM

__| Syncissues

| chive_2013

# Archivel 2012 3 @ -2 Mon 5/5/2014 12:28 PM
{ » -4 Mon 5/5/2014 12:24 PM
A= ’ @ “% Mon 5/5/2014 12:24 PM
[ Mail

ﬁ Calendar
é%] Contacts

=4 Mon 5/5/2014 12:13 PM
« Mon 5/5/2014 11:48 AM

9= Mon 5/5/2014 11:39 AM

< Mon 5/5/2014 11:23 AM

“ Mon 5/5/2014 11:11 AM

Click on an item to see its content.

<
A Archive 2013 4 ||Search Inbox (Ctrl+E)
| &] Deleted Ttems P [3 | Received
L4 Mon 4/1/2013 1:27 PM
[+ & calendar (4 Tue 4/2/2013 4:38 PM
Inbox Items  —d i Mon4/1/20137:53 AM
__| Drafts (1 Thu 4/11/2013 10:24 AM
(1 Thu 4/11/2013 10:10 AM
.+ | Inbox | (4 Wed 4/3/2013 10:23 AM
—

To link to additional .pst data files do the following:

On the menu bar click File and Select Account Settings
Account Settings option.
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Home  Send/Receive Folder View Add-Ins McAfee E-t

Save As

Account Information

M Save Attachments
=] ~ave Attac ments

... FL  @ccc.commnet.edu
Info ( @ Microsoft Exchange
G g8 Add Account
pen e —
Print J:.-_Il Account Settings
IS:EJ Modify settings for this
Help Accoljuit dditional cor?nections.
Settings ~ Access this account
Q Options bitoc-/faananas o sl o

E Exit = | Account Settings...
a:h-_.? Add and remove accounts or
change existing connection settings.

Delegate Access
Give others permission to receive

items and respond on your behalf.

Select the Data Files tab and click i Add...
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Account Settings B x|

Data Files
Outlook Data Files

4

E-mail Data Files |RSS Feeds] SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

“f Settings... €@ Set as Default X Remove [ Open File Location...
A

Name J_ Location
April2014 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\April2014.pst
Archive_2013 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\archivel.pst
Archivel_2012 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\Archivel_2012.pst
archivet \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\archive6.pst
Archives \\ca-stafffs-2\Staff\HomeDir\0010 \mail\archive2.pst
@FL @ccc.commnet.... Online
March_2014 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\March_2014.pst

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More...
display the folder that contains the data file. To move or copy these files, you must first shut

down Outlook.

Close

Type the full path to the location of your .pst data files folder in the file
name text box and press enter.
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0| Create or Open Outlook Data File x|
OO |i v Network v ca-stafffs-2 w Staff v HomeDir v 0010 v Mail v - ml Search Mail
Organize v  New folder = - 9
=L Pictures = Name Date modified ~ | Type | Size -
g, Videos
gﬂ archivel 5/5/2014 349 PM QOutlook Data File 134433 K
™ Computer gﬂ archivet 5/5/2014 341 BPM QOutlook Data File 225201 K
& Local Disk (C) 9] March_2014 5/5/2014 9:34 AM Cutlook Data File 154,273 K
& 4 DVD RW Drive (D ] Archivel_2012 5/5/2014 9:34 AM Qutlook Data File 1,068,897
% ITHelpDesk (\CC gﬂ archive?2 5/5/2014 9:23 AM QOutlook Data File 2,249 K
< DCS (\CA-CCC10 9 April2014 5/5/2014 919 AM Outlook Data File 513K
< 0010 (\ca-st Qﬂ archive7 4/9/2014 1:.06 PM CQutlook Data File 18121 K
9 Archive_04272011 4/3/2014 348 PM Qutlook Data File 1,055,505
@ Network 9 Archive_Feb 4/3/2014 348 PM Qutlook Data File 109,137 K

-

9 Archive2009

l

3/26/2014 1:15 PM

Outlook Data File

| it CA-StaffF S-2\StaffiHomeDir\00 1 Ol \Mail

Save as type: |0ut100k Data File

[~ Add Optional
Password

~ Hide Foldersl
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Select the desired Archive file (.pst data file) and click OK.
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=

Cancel |
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reate or Open Outlook Data File x|
(JU) i = Network v ca-stafffs-2 v Staff v HomeDir v 0010 v Mail v ~ & [ search Mai 2
Organize v  New folder = )
& Pictures 2] Name Date modified ~ l Type l Size |
& videos ). Backup Archive Files 8/6/20139:19AM  File folder
). Backup.11202013 11/22/2013 227PM  File folder
W Computer 3. Shortcut to mail 3/25/2008 1220 PM  Shortcut 1K
& Local Disk (Q) % mailbox 3/23/2011920 AM  Outlook Data File 513K
"
7. EADRW ivs % 111805Archive 9/28/2011512PM  Outlook DataFile  264,633K
) MHen0e (oG 92 Archive07 3 10/4/2012419PM  Outiook Data File 265K
0O Aeatol % FebMarSent2011 10/4/2012419PM  Outlook Data File 41929K
& 0010 (\\ca-st
B Archivedd292011 10/22/2012412PM  Outiook Data File 2654
% Archive2013 11/25/2013 846 A.. Outlook Datafile  154273K
& Network 2
%3 20092010 12/3/2013 1120 A.. OutiookDatafile  267.609K v ]
vl 4] |
File name: | Archive0420201] e Selected file ~|
Save as type: [Outlook Data File ~|
[~ Add Optional
Password 4

~ Hide Folders Tools ¥ oK Cancel |

Repeat Steps 1 thru 4 above to add additional files.

After linking to all needed files, you will see each file listed in the
window, similar to the diagram below.

Click Close to return to the Outlook main window.
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X/
Data Files
Outlook Data Files
E-mail Data Files | RSS Feeds| SharePoint IJsts| Internet Calendars| Published Calendars | Address Books
4 Add... F Settings... @ SetasDefault X Remove 3 Open File Location...
Name Location
April2014 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\April2014.pst
Archive_2013 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\archivel.pst
Archivel_2012 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\Archivel_2012.pst
archive6 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\archive6.pst
Archives \\ca-stafffs-2\Staff\HomeDir\0010 \mail\archive2.pst
QFL  @ccc.commnet.... Online
March_2014 \\ca-stafffs-2\Staff\HomeDIr\00104  \Mail\March_2014.pst
Archive04292011 \\ca-stafffs-2\Staff\HomeDIr\0010  \Mail\Archive04292011.pst Additonal .pst data files added
Archive07 \\ca-stafffs-2\Staff\HomeDir\0010 \Mail\Archive07.pst
Select a data file in the list, then dlick Settings for more details or click Open File Location to Tell Me More... I
display the folder that contains the data file. To move or copy these files, you must first shut
down Outlook.
Click Close to return to the Outlook Home tab.

[} Eﬂ Search Folders <

a ||Search Inbox (Ctrl+E)

Suggested Contacts
= 0|0 Received

- Tue 5/6/2014 10:47 AM

I} __| syncissues

J@ Tasks = Tue 5/6/2014 10:46 AM
[+ Apri2o1a — 0 =& Tue 5/6/2014 10:38 AM
[+ Archive 2013 Additional links to .pst data files i
now appear on the Navigation
[+ Archive04292011 bar
—
I} Archived7
Expand the folder and select an
[} Archivel_2012 item to see its content.
rarchives - 0 Tue 5/6/2014 8:38 AM
4| m | » 4 Tue 5/6/2014 8:36 AM
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Renaming Archive Files and Links.

For this example, | want to give “Archive6”, diagram above, a
meaningful name.

Archiveé is a link on the navigation bar, therefore, it is considered to be
an open file. If you attempt to rename the file that the link is pointing to
you will receive the following message:

File In Use X|

The action can't be completed because the file is open in Microsoft
o Outlook

—_—

Close the file and try again.

archiveb
Type: Outlook Data File
Size: 219 MB
= Date modified: 5/14/2014 851 AM

i

Try Again Cancel

Option 1

1. Close Outlook
2. Navigate to your .pst file folder (Home Directory)
3. Rename the file

& 2013Archive.pst

4. Open Outlook
5. Click the Data Files tab (File, Account Settings..., Account

Settings)
6. Add... the renamed file and click Close
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Account Settings X

Data Files
Outlook Data Files

E-mail Data Files | RSS Feedsl SharePoint Lists | Internet Calendarsl Published Calendars | Address Eooksl

T Seftings... @& Set as Default X Remove [ Open File Location...

Name | Location |;|
Archive_2013 \\ca-stafffs-2\Staff\HomeDir\0010+ \Mail\archivel.pst
Archive04292011 \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\Archive04292011.pst
Archivel_2012 \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\Archivel_2012.pst
archivet \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\archivet.pst
Archives \\ca-stafffs-2\Staff\HomeDir\0010: \mail\archive2.pst
@FL  @ccc.commngt.... Online
March_2014 \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\March_2014.pst
SepDec2013 \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\SepDec2013.pst
2013Archive \\ca-stafffs-2\Staff\HomeDir\0010 Mail\2013Archive.pst

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me More... |
display the folder that contains the data file. To move or copy these files, you must first shut

down Outlook.

The new name now shows on the navigation bar.

rFrs
[+ | 2013Archive

[ Aprizo14

[+ Archive_2013
[+ Archiveoa292011
[+ Archive1 2012

D.b archived

D.b Archives

D.b HelpDesk, It Capital

[+ March 2014 v

Q Mail
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The original name\link is also still on the toolbar. If you attempt to click
it you will receive the following message.

Microsoft Outlook X

! \ The set of folders cannot be opened. The file \\ca-stafffs-2\Staff\HomeDir\0010: \Mail\archive6.pst cannot be found.

To remove the old link, Right-click it to bring up the shortcut menu.

Select Close “ArchiveName”

.-,-5' arc =
33 Open in New Window

L# Arg

.-"} HE_""E

= Close "archivet”
L& WE

=

]

|:|| ﬂ:' Data File Properties...

Option 2

1. Go to the Data Files tab (File, Account Settings..., Account
Settings)

2. Select the Archive .pst file to remove

3. Click % remove on the Data Files toolbar

Show in Favorites
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Account Settings X|

Data Files
Outlook Data Files

"E-mail [Data Files |rss Feeds] SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

g Add... % Settings... @ Set as Default X Remove [ Open File Location...

=1

MName Location
April2014 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail'\April2014. pst
Archive_2013 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail\archivel.pst
Archive04292011 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail\Archive04292011.pst
Archived7 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail\Archive07.pst
Archive1=2D12 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail\Archivel_2012.pst

[ archivet W\ca-stafffs-2\Staff\HomeDir\, 0010 ‘\Mail‘\archiveﬁ.p_st]

Archives V\ca-stafffs-2\Staff\HomeDir\,0010 \mail\archive2.pst

@A  @ccc.commnet.... Online
March_2014 W\ca-stafffs-2\Staff\HomeDir\ 0010 \Mail\March_2014.pst

Select a data file in the list, then click Settings for more details or click Open File Location to Tell Me Mare...
display the folder that contains the data file. To move or copy these files, you must first shut

down Outlook.

Close

4. When prompted, select Yes to remove the link.

Microsoft Outlook X

'e Are you sure you want to remove this Outlook Data File?

Yes No

5. Close the dialog box and close Outlook to clear any connection.
6. Navigate to the folder containing the archive (.pst data file) and
Rename it.
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7. Open Outlook. The renamed Archive (.pst Data File) now appears
on the Navigation bar.

Renaming the Archive Folder Name Only

1. Right-click the Archive folder link
2. Select Data File Properties... from the shortcut menu

.J} ArchivenT |§| =

Eg§ Open in New Window
|+ Ard

QOpen File Location

:E‘i Close "ArchiveQ7"

[ New Folder...
| I

E:g Show in Favorites

af| ( ﬁ Data File Properties...
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ArchiveQ7 Properties X
General | Home Pagel
IArchiveU?
Type: Folder containing Mail and Post Ttems
Location: Microsoft Outlook
Description:

@ Show number of unread items

(= Show total number of items

When posting to this folder, use: IlPM.Post LI

[~ Display reminders and tasks from this folder in the To-Do Bar

Folder Size... | Advanced... |

Upgrade to Color Categories... |

oK | Cancel | Apply |

3. Click Advanced
4. Type the new Name: in text box

Outlook Data File X|
General |
Name: IArchiveU?

Filename: I 1afffs-2\5taff\HomeDir\0010- AMail\Archive07.pst

Format: I Outlook Data File
Changes the password used to
Change Password... access the Outlook data file
Compact Now | Reduces the size of your Outlook
data file

Comment

0K I Cancel Apaly

Page 19 of 20




Outlook Archives (.pst Data Files) Overview

Notice that the link folder name appearing on the navigation bar no
longer matches the actual Archive file name.

Outlook Data File

General |

X|

Name:

lArchiuezﬂﬂ? I

Filename: |:aﬂ°Fs—2\StaFf\HomeDir‘\Ul]10-

\Mail\Archive07.pst

Format: | Outlook Data File

Changes the password used to
Change Password... access the Outlook data file
Compact Nows Reduces the size of your Outlook
data file

Comment

Cancel

o |
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