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How to find your Outlook Archive Location

Before removing your Outlook profile, please take note of the location of your Outlook Archive if you
have one setup.

*** This only applies if you have an Outlook Archive setup ***

Bottom left corner, in the search field type Control Panel, it will be displayed under Best match.
Click on Control Panel

Top right-hand corner, click on View by: and change it to Large Icons

Now locate and click on Mail (32-bit) or (Mail Microsoft Outlook 2016) it may be similar
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Click on Email Accounts

{@ Mail Setup - Outlook

Email Accounts

L\j Setup email accounts and directories. I Email Accounts I

Data Files

& Change settings for the files Outlook usesto | Data Files...
&9 store email messages and documents. L =

Profiles

Setup multiple profiles of email accounts and | Show Profiles...
data files. Typically, you only need one. L=
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Click on the Data Files tab, and note the location of your Outlook Archive, then click on Close

D Account Settings X

bata Files
Outlook Data Files

Em‘{l Data Files R4S Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

‘2 Add.. & Settings.. @ Set as Default X Remove © Open File Location...

Name Location
My Outlook Archive C\Users\tsc\Documents\Outlook Files\My Outlook Archive.pst

QORQEuehmal AnnDataylocal Micrasofi Outlogk ne 99R9@uebinail uwinnipeg.ca.ost

Select a data file in the list, then click Settings for more details or click Open File Location to display the Tell Me More...

folder that contains the data file. To move or copy these files, you must first shut down Outlook.
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