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Overview

If your email archives are missing from Outlook users can follow the procedure below to
reconnect these archives. If you experience any difficulties while following this guide please
contact the CUE Helpdesk.

Procedure

1. Open Outlook and click File > Data File Management
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Note: If Data File Management is not available you may need to extend the options list by
clicking the down arrow at the end of the menu.
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2. Click Add...

%% rdp.cueliw. net - Remote Desktop

[€] inbox - Microsoft Outlook
© Fle Edit Wiew Go Tools Actions  Help Type aquestion for help -

Ed}uew L= N o | i Reply .:& Reply to All §§ Forward | %Sendg’Reg&ive | gpFi_nd I._% | @Y Typeacontacttofind v | @ @ “ !

Favaiite Folders Arranged By: Date | Mewest on ... T -

11
E_zd i
[ Sent ltems Data Files
All ail Folders Select a data file in the list, then click Settings For mare details or click
T Open Faolder to display the Folder that contains the data file. To move or
= E@ Mailbox - Outlook Train copy these files, you must First shut dawn Outlook,
& Deleted Items

L7 Drafts
@ Inba Narme | Filename | Comment | Sethings. .. |
[ Junk E-mai

@ Outbox

[ RSS Feeds

Sent ltems

[ Search Folders
= ﬁ tailbox - Helpdesk

[~ Mail
% Calendar

&-| Contacts

Q Tasks

klCa@e® 5
0 Items ||Q—| Online

ﬁstartl e @ g? Control Panel “

3. Click OK
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4. Navigate to your I: drive, select the archive file and click OK.
Your default archive file is username-archive.pst
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Note: Only one archive can be added at a time. If you need to add additional archive files you
will need to repeat this procedure again.

5. Give your archive an appropriate name, an optional a description, and click OK. The name
is how the archive will appear within Outlook
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6. Click Close
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Note: If you need to add additional archive files simply click Add to repeat the procedure from
step 3.
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Checking Your Work

You can confirm that the archive has been added by opening Outlook and checking for the
presence of the archive:
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Contacting the CUE Helpdesk

If you encounter any problems while following this ‘How To...” please contact the CUE
Helpdesk via email (helpdesk@cad.coventry.ac.uk), instant message a member of the
helpdesk (Systems and Networking) or by telephoning internal extension 8888.




