It’s a Brand New Day  (or fiscal year).

Time to do some house cleaning in Outlook. 

Many of us have a nasty habit of saving email messages in personal archive folders.  After all, it’s only a few electrons, right?  Wrong! After a whole year of saving, a few hundred email messages can take up a lot of space.  Outlook is unforgiving. At some point the archive file will get so big that Outlook will refuse to open it – and it may be permanently corrupted. 

Rather than take the risk, I take a proactive approach to managing Outlook Archive folders. (incidentally, Outlook now calls them Outlook Data files and used to call them Persoanl Folders (PST) files.  Here’s what I suggest:

1- Organize your personal folders just like you would a file cabinet. Set up a separate folder for special or unique topics – don’t just dump everything into one big pile

2- Set up a special place on your hard drive to store all of your Outlook Data files and then force Outlook to put new files in one place. I have a folder in My Documents called MAIL (imagine that)

a. By putting them all in one place you can find them in the morning. Trust me – you DO NOT, DO NOT want to let Outlook set up new Outlook Data files in the default location.  You will regret it.  

3- You can set up as many Outlook Data Files in the Mail folder as you want and then open or close them whenever you want to.

4- Set up a new Outlook Data file, [FILE MENU > NEW > OUTLOOK DATA FILE. 

do a minor amount of housekeeping at the beginning of each fiscal year.  I close last year’s archive folder and start a new one. Here’s an example of how I handle this subject:

1- We are talking about Outlook Data files – .PST files types that Outlook uses when archiving messages.

2- On my hard drive I have a special folder that I set up, named MAIL.  I Always put any new Outlook archive folders into that one folder.  DO NOT LET OUTLOOK put them where it wants to by default – trust me you will regret it someday. 

3- In my MAIL folder I have many Outlook Archive files (you can have as many as you want).  


