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How to view a CarbonEmail Archive in Outlook 
 
 
Step 1 – Obtain the Password 
Your archive is a .PST file that has been encrypted using a password to prevent unauthorized 
access.   Contact your CarbonEmail administrator to obtain this password. 
 
CarbonEmail administrator: 

• Logon to the website* and choose the ‘account home’ menu.   
• Click ‘Show archive password’.  You must be an admin to see this password. 

*The website logon password and the archive password needed here are not the same. 
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Step 2 – Extract .PST file 
 

- Insert the CD or DVD and find the Archive you want that ends with “.part1”. 
- Double-Click on this file and enter the Password from above 
- For Destination Folder click Browse and choose “My Documents” or “Desktop”, 

then click ‘Install’. 
 

The archives are large .pst files that have been split into part1 … partN files for encrypted compressed 
storage.  The part1 self-extractor program will combine all the parts back into a PST file. 

 
 
 
Step 3 – Open .PST file from Outlook 
 

- Open Outlook and choose File… Open… Outlook 
Data File… 

- Choose the .PST file created by Step 2. 
- In the Navigation pane, the Archive will appear, use 

the ‘+’ symbol to expand it so you can see the Inbox. 
- Click on the Inbox to see the messages in the Archive. 
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