ARCHIVING INSTRUCTIONS FOR OUTLOOK 2003
Open your Outlook 2003 mail client, and position yourself at the inbox folder.
Next, select File from the menu bar at the top of the window.  A drop down menu will come up.  Select new from this drop down menu, and then select Outlook Data File from the new drop down menu that comes up.
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A new window entitled New Outlook Data File should come up and the line named Office Outlook Personal Folder File should already be highlighted as in the picture below.  
If not, position your cursor over this line and select it.  Once the line is highlighted, you can then select OK to proceed to the next step.
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On the next screen you will select the location to store your new archive folder.  
Open the drop down menu on the “Save in” option box by selecting the down arrow point beside the box.  Select your home drive from the list that comes up.  
After you have selected your home drive, press Enter or use the left mouse button.  You will probably see several folder names in the window.  Position your cursor over the “create new folder” icon at the top of the screen and select it with the left mouse button.  

 If you do not have a “create new folder” icon on your screen, then position your mouse cursor over the white space in the window so that it is not directly over the name of any folder or file, and click the right mouse button.  Select new from the popup window that comes up, then select Folder from the next window.  Either method will bring you to the New Folder window.
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Enter the word Archive as the name of the folder.  Click OK to proceed to the next step.
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The default name for the new archive file is “Personal Folders.pst” but we want to change this to Archive.pst for our first archive file.  Select OK, and you should see a screen similar to this one come up.  Highlight the Name field, and change the name to Archive.  This is the name of your archive folder that you will see when you are in Outlook.  
You should try to keep the name of the file and the name of the archive folder under Outlook the same.  This will help you to identify multiple archive files if you create more than one.  Please, do not password protect your archive file.  
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Now select OK.  You should see the new archive folder appear in the folder list on the left side of your Outlook window.
To set up automatic archiving of your email, first ensure that you are once again positioned at your inbox.  From the menu bar at the top of the screen, select tools, and then select options from the drop down menu.  In the options window, select the Other tab, and then select the auto-archive options button.
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We recommend that you set the "run auto-archive" field to 14 days and the "clean out items older than" field to 30 days.  You can run auto-archive more often than this, but you should not run it less often.  
Be sure to select the "Apply these settings to all folders now" button to ensure that all of the folders in your inbox are set to be archived.  You will also need to update this setting whenever you add a new folder to your inbox.  
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