Microsoft Outlook 2007: 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 2007 auto archive settings for DePaul University.



1. Open Outlook 2007.

a. Click Tools from the menu bar Tools | Adtions Cutlook Connector
Instant Search >

4 Address Book... Ctrl=Shift-B

%f Organize

Qj Rules and Alerts...

Mailbox Cleanup...

(a) Empty Deleted Items” Folder
Forms >
Macro >
Account Settings...

Trust Center...
Customize...

Options...

Run AVG User Interface

options 21

2. The Options menu will be displayed. Preferences | Mail Setup | Mail Format | Speling Other ]
a. Click the Other tab. General
b. C|ICk on the AutoArchlve l‘ oyt [~ Empty the Deleted Items folder upon EXIUI'I?
J ¥ Make Outlook the default program for E-mail, Contacts, and Calendar.

button. #Advanced Options... '

AutoArchive

- Manages mailbox size by deleting old items or moving them to an archive file
=

and by deleting expired items.
AutoArchive...
Outlook Panes

Customize options for the Outlook Panes, Navigation Pane... |
Reading Pane... I
To-Do Bar... |

T

Person Mames
y v Display online status next to a person name

¥ Display online status in the To and Ce fields only. when mouse
pointer rests on & person name

OK Cancel Apply.




3. The Auto-Archive settings will display

[ Pun dutovchive svery [1 = days
a. Verify that Run Auto Archive
} ™ Prompt before AutoArchive runs
every is checked and set the During Autodrchive:
frequency tol day. I Delete expired tems (e-mall folders only)
¥ Archive or delste old items
[V Show archive folder in folder kst
[~ Defauk folder settings for archiving

21|

b. Verify that Archive or delete

. . AutoArchive b
old items is checked. Autoarchive

¥ Run Autodrchive every [1 ~{days
™ Prompt before AutoArchive runs
Durirg Autoduchive:

7 Delete expired dems (a-mall folders anly)
N techive or delete old ters

[V Show archive folder in folder st
[~ Defauk folder settings for archiving

21|

c. Verify that Show archive folder

in folderlis s checked. uonrchre

¥ Run Autosrchive every 1 ={days
[~ Prompt before AutoArchive runs

Dixing Autoduchive:
I Delete expired tems {(e-mall fokders only)
¥ Archive or delste old items

V' Shows arcrive folder o tolaer ber
[~ Defauk folder settings for archiving

21|

d. Set Clean out items older than

to 60 days.

¥ Run Autorchive every [I —]days
I Prompt before Autodrchive runs
During AutoArchive:
™ Delote expred tems (e-mal folders anly)
WV Archive or delete oid kems
IV Show archeve folder in folder hst
Def ault folder settings for archiing
Clean ot Rens e than |60 = [Days  *)
& Move old items to:

-I'I trowse... |

21|




AutoArchi 2(x
e. Verlfy that Move old items to: _l_‘

is selected. V' Run Autotechive every [l_ﬁdm
I~ Prompt before Autodrchve runs
During AutoArchive:
™ Delote expred tems (e-mal folders only)
WV Archive or delote old kems
IV Show archeve folder in folder kst
Default Folder settings for archiving
Clean out Rems clder than [50 = [pays  ~]
& Move old items to:

! o |

. Click Browse and navigate o2 [T TS 2l
local folder of your choice on 7 Run I li_jldm

] i ™ Prompt before AutoArchive runs
archives locally to a file named During Autodrchive:

the C: drive this will save your

archive.pst to backup your local I~ Delete expired tems (e-madl Folders only)
archive to the network drives. ¥ &rchive or delete old items
Please read our Microsoft [V Show archive folder in folder kst
Outlook 2007: Creating a ~ Defauk folder settings for archiving
Backup Copy of Your Outlook Clean ouk itesms older then |60 _Tj [pays =]
Archive Instruction document. % Move old kems to:

- permanantly delete old items

Apply these settings to al folders now I

g Click Apply these settings to all 21|
folders now, this pushes your ¥ Run Autohrchive every |1 ﬁdm

Auto-Archive settings to all the ™ Prompt before AutoArchive runs
folders in your Outlook mailbox.  During Autodrchive:

Note: you will need to ™ Delete expired tems (a-mal folders only)
complete step 3g every time W Archive or delete old items
you create a new folder in your [V Show archive folder in folder it
Defouk fober settngsfoe aechivng

Outlook mailbox.

Clean out kems okder than [60 = [Days =]
(& Move oid ems to:

! _oms... |

" permanently delete old iters
Apdy these settrgs Lo o Toaxders 1o




ek Okto comletethe Auto- 21
Archive configuration process. 1
V' Run Autodrchive every |1 ::’davs

™ Prompt before AutoArchive runs
During Autodrchive:
™ Delete expired kems (e-mall Folders only)
i ¥ Archive or delete old ltems
IV Show archive folder in Foldar kst
- Defaul Folder settings for archiving
Clean ouk items older than [60 = [osys ]
% Move old kems to:

! oo |

" Permanantly delete old tesns
Awiytlnnmtodfddmml

To speciy diferent archive settings for any folder, right-chck
| on the folder and choose Properties, then o to the
Autodrchive tab,

Retention polcy
"‘5 The netwark admirestrator has not set retention polcies,

. ' ’ Dot \,.I
Reterdion Polcy Inte

Tinoocr I

- Cancel
21
Preferences | Mal Setup | Mal Format | Speling  Other |
4. The Options menu will be displayed. General
a. Click Ok to save the settings to . I Empty the Deleted tems folder upon exiting
your Outlook profile. Note: -“J ¥ Makn Outiook the defaulk peogram for E-mal, Cortacts, and Calendar,
Auto-Archive settings are Advarced Options... |
machine specific; these setting Aol chive
only affect the machine that -.,"g mmwmmwmwamuWMmmmm
rems,
they have been configured
t yhav ' | Autoarchwve... |
Outhook Panes
| l 1I Customize options for the Outlook Panes. Navigation Pane. .. I
Roadng Pane. ., l
ToDobar... |
Porson Names
V' Cusplay onkne status 1est to a person name
~ Display ondre status in the To and Cc fislds orfly shen mouse
PONLET TELLS OF) & DRrSon nems

0% Cancel | Apcly l




