Accessing Outlook Archives

In Office 2003, you can access your Archive folders.

To Open Archive Folders
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To Close Archive Folders %)
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.
My Matwork

Right-click to get to the Archive
Folders shortcut menu. Fonsne: |

Files of type:  [personal Folders Files (*.pst) =l

Choose Close “Archive Folders” R [t it Hep

SplMew - |
gt @Eack ) ,_a _‘_} Messages

e

Cpen

Favarite Folders Open in Mew Window

L] Inbox

L= Sent Items
L3 Unread Mail
L3 For Follow Uy
13 Deleted Items
L7 Drafts

L= Cutbox #dd ko Favorite Folders

Advanced Find...

Mew Falder...

All Mail Folders Process All Marked Headers

L g Junk. E-mail Process Marked Headers
L= Outboe
L% Sent Thems
=| [} Search Falg S Claose "Archive Folders"
Ll For Fol
| Large
[ Unread| 3¢ Properties for "archive Folders”...

Open Other Folder

fal Deleted Items -

Janet Benincosa, Harrison County Technology Integration Specialist
jhbeninc@access.kl12.wv.us




