Add a Mimosa Archive Folder in Outlook

In Outlook, in Folder List view, right click on the top level of the mailbox structure.

Select New Folder > Type “Mimosa Archive” into the Name field > OK

Folder List Bl Create New Folder
All Folders =
Marme:
2] All Outiook Items - |r\,"mmc_I archive |
= €4t Mailbox - Webmaster
% Atomz Folder contains:
Calendar |Mail and Post Items e |
|85 Contacts
{8 Deleted Hems Select where to place the Folder:
O
LE Dm:'te 24t Mailbax - Webmaster
L'él ratts = Public Falders
L] Inbox

d info
ﬁ lournal
@ Junk E-mail
= | Motes
L[4 Outbox
LE] RSS Feeds
[ Sent ltems
3o Synclssues
2-’] Tasks
H LG Search Folders [ O, l [ Cancel ]
= 3§ Public Folders

You should now see the new Mimosa Archive folder in the folder list.
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Right click on the new folder > Properties > Home Page tab. In the Address field, paste this
address:

https://NearPoint.polk-fl.net/NearPoint/Client/DefaultFrame.aspx

Check the Show home page by default box. Apply, OK
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You now have access to your archive.
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