
Click “File”. 

Click “Archive”. 

Click “Cleanup Tools”. 

Check “Include items with DO NOT AR-

CHIVE”. 

Click “Archive this folder and all subfold-

ers”. Select your email address just like the 

example here. 



Rename archive file to ‘backup-MM-DD-

YY.pst’ 

MM = Month, DD = Day, YY = Year 

If you look to the left in Outlook, you will 

see the Archive you just created. 

Click the arrow next to the date listed and 

choose a date. Outlook will archive all mail 

from this date and backwards. 

Right-click the word “Archive” and then 

choose “Data File Properties”. 



Click “Advanced”. 

Change the name of the 

archive in the Name field 

to have the date in it so it 

looks better. Then click 

“Apply”, then “Ok”. 

To archive future emails, you only 

need to drag them from your reg-

ular email Inbox (or Sent folder) 

to the Archive inbox (or Sent fold-

er) below. 


