Microsoft Outlook 2003: Auto Archive

Auto archiving saves data from your mailbox by moving it to an archive folder. These steps provide the
best practice information for configuring your Outlook 2003 auto archive settings for DePaul University.



1. Open Outlook 2003.
a. Click Tools from the menu bar * Ble Edt View Go | Tools | Actions Help Adobe PO

and choose Options. Pydhew ~ | 3 X
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Organize
Rules and Alerts...

Out of Office Assistant...

Mailboyx Cleanup...
Empty "Deleted Items" Folder

Recover Deleted Items...

Forms »

Macro »

Speech
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Options...
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2. The Options menu will be displayed. %ptions W
a. Click the Other tab.
b. Click on the AutoArchive button.

| Preferences | Mail Setup | Mail Format | Spelling | Security | Other | Delegates

General

(D) [C]Empty the Deleted Items folder upon exiting

Make Outlook the default program for E-mail, Contacts, and
Calendar.

[ Mavigation Pane Options. .. ] [Advanced Options...]

Autodrchive

e Manages mailbox size by deleting old items or moving them to an
E archive file and by deleting expired items.

Reading Pane

|

Customize options for the Reading Pane.
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AutoArchive 3
3. The Auto-Archive settings will display. - : F
a. Verify that Run Auto [V]Run Autodrchive every: |1 |Zydays
. . [Jprompt before Autoarchive runs
Archive every is checked During AutoArchive:
and set the frequency to [Jpelete expired items {e-mail folders only)
1 day. archive or delete old items

Show archive folder in Folder list
Default Folder settings for archiving




e.

b. Verify that Archive or delete
old items is checked.

c. Verify that Show archive
folder in folder list is
checked.

d. Set Clean out items older
than to 60 days.

Verify that Move old items to:
is selected.

AutoArchive

[V]Run Autoarchive every:
[]prompt before Autoarchive runs
During AutoArchive:
[]pelete expired items (e-mail Folders only)
Archive or delete old items
Show archive folder in Folder list
Default Folder settings For archiving
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AutoArchive

()

[V]Run Autoarchive every! |1 ~) days
[Jprompt before Autoarchive runs
During AutoArchive:
[]pelete expired items (e-mail folders only)
Archive or delete old items
Show archive folder in fFolder list
Default Folder settings For archiving

Clean out items older than 60 ’»3] {Days E

AutoArchive

[V]Run Autoarchive every! |1
[[JPrompt before Autodrchive runs
During AutoArchive:
[Jpelete expired items (e-mail folders only)
Archive or delete old items
Show archive Folder in Folder list
Default Folder settings for archiving

Clean out items older than |60 '—31 Days |Z|
(3) Move old items to:
|
AutoArchive
[V]Run Autoarchive every: |1 'CE days

[]prompt before Autoarchive runs
During AutoArchive:
[Jpelete expired items (e-mail folders only)
Archive or delete old items
Show archive Folder in Folder list
Default Folder settings for archiving

Clean out items older than 60 ’73] {Days ‘E




Click Browse and navigate

to a local folder of your
choice on the C: drive this
will save your archives locally
to a file named archive.pst to
backup your local archive to
the network drives. Please read
our Microsoft Outlook 2007:
Creating A Backup Copy of
Your Outlook Archive
Instruction document.

Click Apply these settings
to all folders now, this
pushes

your Auto-Archive settings
to all the folders in your
Outlook

mailbox.

Note: You will need to
complete this step every
time you create a new folder
in your Outlook mailbox.

AutoArchive

[V]Run Autoarchive every! |1 "l days

)

[JPrompt before AutoArchive runs
During AutoArchive:
[Jpelete expired items (e-mail folders only)
Archive or delete old items
Show archive folder in Folder list
Default Folder settings for archiving
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Clean out items older than 60

(®) Move old items to:

() Permanently delete old items

[ Apply these settings to all folders now ]

AutoArchive

[V]Run Autoarchive every! |1
[Jprompt before Autoarchive runs
During AutoArchive:
[Jpelete expired items (e-mail folders only)
Archive or delete old items
Show archive folder in Folder list
Default Folder settings for archiving

v days
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Clean out items older than | 60

(3) Move old items to:

Browse...

() Permanently delete old items

[ Apply these settings to all folders now ]

To specify differe@ive settings for any Folder, right-click
s

on the folder and e Properties, then go to the
AutoArchive tab,
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AutoArchive EW

[VIRun Autodrchive every: 1 '] days

[Jprompt before AutoArchive runs
During AutoArchive:

h.  Click Ok to complete the []pelete expired items (e-mail folders only)
Auto-Archive configuration archive or delete old items
process. Show archive Folder in Folder list

Default Folder settings For archiving

Clean out items older than |60 %] pays v l
(3) Move old items to:
;

() Permanently delete old items

[ Apply these settings to all folders now ]

To specify different archive settings for any Folder, right-click
on the folder and choose Properties, then go to the
Autodrchive tab,

Retention policy

™2 The network administrator has not set retention policies.

5
M

Retention Policy Information. ..

[:1_15_-:3 OK ] L Cancel ]

4. The Options menu will be Options LZJ
displayed.
a. Click Ok to save the
settings to your Outlook

 Preferences | Mail Setup | Mail Format | Spelling | Security ] Other [Delegatesl

General

profile. [CJEmpty the Deleted Items Folder upon exiting

Note: Auto-Archive : ?alke ;Z)utlook the default program for E-mail, Contacts, and
alendar.

settings are machine
[ Mavigation Pane Options... ] [Advanced Options... ]

specific, these setting only

affect the machine that Autorchive

thev h b fi d h_ 5 Manages mailbox size by deleting old items or moving them to an
ey have been configure 4 archive file and by deleting expired items.

at. l

Autohrchive.., |

Reading Pane
Customize options for the Reading Pane.

[ Reading Pane... ]

Person Names
& Enable the Person Names Smart Tag
[]pisplay Presence Status in the From Field




