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Lo Archiving email will remove email from the campus server
| and move it to your hard drive. You will still be able to
. access archived email. You can also copy the archived
i email to multiple locations so that you have a backup.
To archive email in Outlook, click on File and then
Click on Archive.
» d

Click on the
arrow next to the

| Archive.. 2 | date to get a cal-
endar. Choose
Fage Setup * | the date from
[& Print Preview which you want
£ Print.. Cel4+P to archive email .
o You can set the
= date back about
a month or so,
that way you
keep the last
months worth of
email messages
in your inbox.
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Choose the folder you would like to Archive.

" archive all folders according o their Autodrchiv
" archive this Folder and all subfolders:

setkings

----- $E1 accounts
----- B BlackBoard
----- % Calendar
----- §2 Contacts
-3 Deleted Items/|242]
----- B Drafts
..... $E EMS
..... $E FCLA
----- S

----- $E Infected
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Archive ikems older than; IWed 1/1/2003

—

[ Include items with "Do not Aukodrchive” checked

Archive file:

IC:'I,M';.fDn:n:uments'l,.ﬂ.rchive'l,arn:hi'-.fe.pst

x|

Cancel

Browse, .. |

]
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Click on Browse to choose a location for the archive file.

After you click on OK, depending on how much email is in that
folder, it may take several minutes to archive.




Archiving email can be automated.
On the Outlook Toolbar, click on

IOO|S and then on thions and then F‘references] Mail Setup ] rail Fu:urmat] Spelling] Securiy  Other lDeIegates]
choose the Other tab and click
AutoArchive.

[ | Empty the Deleted Items folder upon exiting;

Make Cutlook the default program For E-mail, Contacks, and

Advanced Opkions. .. |

b=

archive file and by deleting expired items.

Aukodrchive, .. |

AutoArchive HE
W 2un Autodrchive every: |14 :| davs  <— AutoArchive can be set to run at a
I¥ Prompt before Autosrchive runs predetermined frequency.
During Aukodrchive:

[ Delete expired iterms (e-mail Folders only) e &) good T ——
| folder in folder list, so that_you have
easy access to this email.

[+ archive or delete old items
[+ Show archive Folder in Folder list /

Default Folder settings For archiving

Clean out items older than |36 jl |M-:unths j

* Move old iterms to;

|C:'I,M';.-'Dcu:uments'l,.ﬁ.rchive'l,aru:hive.pst Browse. ..

" Permanently delete old ikems

Apply these settings to all Folders now |

To specify different archive settings for anw Folder, right-click on
the Folder and choose Properties, then o ko the Autodrchive kab,

Retention policy

@ The netwark administrator has not set rekention palicies,

ik I Cancel |
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To exclude a folder from the AutoArchive
command, click on the that folder and
then click on Properties.

When that folders Properties box opens click on
the AutoArchive tab and then and then select
Do not archive items in this folder.

accounts Properties

Administration I Farms I Petmissions | Synchronization |

Aukosrchive

General I Home Page

¥ Do pot archive items in this folder:

" archive items in this Folder using the default settings

efault Archive SEbings. .. |

= archive this folder using these settings:

&l ean out items older than |3 :ll IM::unths j

% (Move old items o default archive folder

£ Move olditemsiko;

CiiDocuments and Settingshjlukzilocal 5 Browise, .. |

£ Fermanently delete old items

Retention paolicy

@ The network adminiskrator has not sek retention

policies.

Retention Palicy: Infarmation . . |

Ik I Cancel L | Helm |

When you are finished your folder list will list an archive
folder. The folder will retain the same subfolder structure
that you have in you current email.



