Outlook 2010 Archive steps.

1.) [bookmark: _GoBack]Click on My Computer, Open your network drive and create a folder named “Archive”.

2.) Launch Outlook 2010 and click “File” in the upper left.
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3.) Click Account Settings, and Account Settings again
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4.) Click Data Files tab
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5.) Click Add and change the file name to Archive(Year). In the right hand window, navigate to the folder recently created named Archive. Click Ok, click close.
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