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How to Backup email Archives
Using Outlook



 These instructions assume you already have 
your email account set up in MS Outlook.



 Outlook is Microsoft’s flagship email program 
for business.

 If you have Outlook, but do not have your 
CME email set up in the program, please see 
our Email Settings document for instructions 
and settings.

 One advantage of Outlook is the ability to 
archive old mail and retrieve it as needed.



 Today, especially when so many emails have large 
attachments, email can take up a lot of storage 
space.

 Your Smartermail Account with CME comes with a 
certain amount of available storage, depending on 
your hosting plan.

 Using Outlook’s Archive feature, you can free up 
Smartermail account space while keeping a 
permanent record of your older emails.



 An important concept to start is that Outlook 
stores all of your email, contacts, calendar items 
and more in files called a .PST files.

 These .PST files can be opened, closed, saved, 
copied, and backed up, just like Word or Excel 
files.

 There is one main .PST file for your current mail, 
contacts, calendars, etc.

 You can make additional .PST files that store a 
range of older mail and information.



 Making a .PST archive saves space for your 
Smartermail, because old emails and attachments 
are now stored on your computer, on a DVD you 
make, or in a network backup, and not on the 
CME server.

 As long as you know where your .PST file is saved, 
you can refer to it at any time in Outlook, opening 
and closing it, just like any other type of file.





 Selecting Archive from the Outlook menu 
depends on which version of Outlook your 
have.

 Outlook 2007 and previous – select Archive 
directly from the File drop-down menu.

 Outlook 2010 and above, select File, then 
Mailbox Cleanup, then Archive (see image on 
previous page).



 Once you are in the Archive controls, they are 
largely the same for all versions of Outlook.



 From the folder list in Outlook’s left-hand 
control panel, select the “top level” folder or 
the individual folder you wish to archive.

 If you have chosen a top level folder, make 
sure that the radio button is placed in the 
“Archive this folder and all sub-folders circle.”

 Set a date.  Everything before the date you 
set will be REMOVED from your email and 
stored in the archive .PST.  (set your date 
carefully)



 Browse to SAVE 
the file.  

 Just as you would 
choose a location 
to Save a Word or 
Excel file, create a 
home folder for 
your archived .PST

 Note the location 
of your folder for 
future reference.



 When you save your Archive .PST file, take care to 
name it carefully, perhaps including the date 
range of emails that are being archived and what 
email account they belong to. (You want to be 
able to find it later if you need it.)

 Warning: Do not overwrite an existing Archive 
file.

 Warning: Archiving may take a while.  If the folder 
and subfolders you are archiving contain 
gigabytes of data, archiving could take hours.  
(You may want to run archiving overnight)



 Once the Archive is 
complete, an Archive 
Folders selection appears 
in the left-hand folder list.

 Beneath the Archived 
Folders heading are the 
specific folders and emails 
you set to archive.



 Just as you do not have to 
have all of your Word or 
Excel files open at once, you 
can open and close archive 
folders as you need them.

 The archive folder is just a 
.pst file, stored in the place 
you chose earlier (under 
Archive Box Two).

 Right Click on the Archive 
Folder and a pop-up allows 
you to Close the folder or 
Add it to your Favorite 
Folders.



 Outlook 2007 and 
Previous versions.

 Select File | Open and 
Outlook Data File.

 You then need to 
navigate to where you 
SAVE your Archive files 
and select the Archive 
file you wish.



 Outlook 2010 and newer 
versions. 



 You may keep your latest Archive folder open 
as needed; however, we do not recommend 
you keep multiple Archive folders open 
continually – it could slow down your 
experience in using Outlook.

 Make sure the Folder you have chosen to store 
your Archive files is backed up on a regular 
basis.


