You should have your Archive Folders in your Mailbox list.  
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If you don’t have them here go to Tools, Email accounts
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Select View or Change existing e-mail accounts – Next
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Select New Outlook Data File 

Then select the 1st option “Office Outlook Personal Folders File”
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Here you’ll select your Archive.pst – or this may be something different if you saved it under a different name, but normally it’s called Archive. – OK

Then Select OK again.

Then Finish – and you should have the folder in your folders list.  

