Outlook 2003 — Archiving
Quick Reference Card

What is archiving in Outlook 2003?
Basically it's taking "old" entries (e-mail, tasks, appointments, meetings, etc.) and storing them someplace other
than on the e-mail server.

Why archive?
A copy of everything contained in the folders under your "Mailbox" (Inbox, Sent Items, Calendar, Tasks, Deleted
Items, etc.) is stored on the e-mail server. You are only allotted so much space on the e-mail server. If too many
things remain in those folders, your Mailbox will become full and the server, after several unheeded warnings, will
stop receiving any new e-mail sent to you. To prevent this from happening you must reduce the space used on
the e-mail server by either

(1) Deleting unneeded items (making sure to empty the Deleted Items folder) or

(2) Archiving folders containing "old" items.

What do you mean by "old"?
That's really up to you to decide. "Old" for an item in your calendar may be anything older than 2 months from
today's date. "OIld" for an e-mail may be anything older than 3 week's from today's date. It's really up to you.

Where do archived objects get stored?
Typically they are stored in a file called archive.pst. The location of your archive file is up to you, but it's
suggested that archive.pst be saved on drive P, your personal Cuesta drive.

How do | keep archived items organized?

Archived items remain organized the same way they were organized under your Mailbox, in specific folders.
Archiving is set up on a folder-by-folder basis. You decide, by folder, if it should be archived and, if so, how old
items in that folder should be before being archived. Archived folders are duplicated in the archive file.

What is AutoArchive?

AutoArchive automatically archives at regularly scheduled intervals, Archiving removes* the contents of a
based on each folder’s settings. AutoArchive is a two-step process: folder based on the age (date) of the
. ] o item, adding those items to an external
1. Configure AutoArchive by deciding: archive file. You can archive the
» How often should AutoArchive run contents of any type of folder except
e What age should items be before affected by the Contacts folder.
AutoArchive
e What happens to the items affected by AutoArchive *NOTE: Exporting copies any type of
i. Are they archived (moved) or deleted? folder in Outlook to an external source, in
ii. Ifarchived, to where are they moved? contrast to archiving which removes a
2. Configure individual folders by deciding: folder's contents.

e  Will AutoArchive will affect folder contents or not
e Should rules for archiving the folder should be based on the AutoArchive settings or custom
settings

Once you've (1) configured how and when AutoArchive should run and (2) selected which folders will be affected
by AutoArchive, there’s little else to do but wait. When AutoArchive automatically starts, it will display a dialog box
asking if you want it to run (assuming you've selected “Prompt before AutoArchive runs” when configuring
AutoArchive.) Select “Yes” and AutoArchive will clear only items in folders you've designated, moving or deleting
them based on folder and/or AutoArchive settings.

Manual Archive
You may also manually archive, either:
e Forcing AutoArchive to run outside of its programmed schedule
e Archiving a single folder (and its subfolders) based on custom settings.
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Configuring AutoArchive

& Inbox - Microsoft Dutlook

1. Se|eCt TOOIS > OpthI’lS .. from the OUtIOOk 2003 menu bar. | Bl Edt Wiew Favarites |Tools Actions Help
Send
e |

2. Select the Other tab from the Options dialog box.

3. Click the AutoArchive button.

The AutoArchive dialog box will appear. Prevew pane

4. Select the appropriate options on the AutoArchive
dialog box:
a.

- - - {3 Empty "Deleted Tkems" Folder
The Options dialog box will appear. 5 et oetned o,
Eorms 4
Macro »

Address Book, .. Chrl+Shift+E l
@ Find
Advanced Find...  Ctrl+5Shift+F

Find Public Folder...
?fg Organize

@ Rules Wizard. ..
©ut of Office Assistant. ..

General

2 Empty the Deleted Ikems Folder upon exiting;

Advanced Options... |

Autodrchive
:'-n Autodrchive moves old items intd ive store and empties your
=) Deleted ltems folder,

Autoarchive... |
= Use these options to custamize the appearance and behavior of the

preview pane,
Preview Pane. .. |

Select (check) “Run AutoArchive every
xx days” and enter the number of days x| _coned ||
between archives. — B
Select (check) “Prompt before AutoArchive ¢ .. . oacdie sy EmE e

runs” to have the system display a ~— > & erompt before auarchive runs

confirmation screen before running. e e e

Select (check) “Archive or delete old items”. — % I ashive or delete ld tems

(You specify whether to archive or delete e e s e

further down in the dialog box.)

Select (check) “Show archive folder in
folder list” to have the archived data
accessible via the Folder List immediately
after autoarchiving.

Enter the “age” of items to be archived
based on a number of days/weeks/months.
Select “Move old items to:” and type
“P:\archive.pst” as the location.

Default folder settings For archiving

Clean out items older than |6 ﬂ IMonths 'l

' Move old ikems to:

IP:'l,archive.pst Browse... |

" Permanently delete old items

Apply these settings to all Folders now |

To specify different archive settings For any Folder, right-click
on the fFolder and choose Properties, then go to the
Autodrchive kab,

Retention policy

‘:\i The network administrator has not set retention policies,

Fetention Policy: Infarmation, .. |

/’ITI Cancel |

5. Click the “OK” button at the AutoArchive screen, and
again at the Options dialog box.
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Configuring Individual Folders to be AutoArchived

If necessary, display the Folder List by selecting Go > Folder List Ble Edt yew Go Iools Actions Help

from the Outlook 2003 menu bar. Slew - | S B X weply E@Repl !

@ Folder List (Inbox |
Al Folders Arranged By
= Qf,d‘l Mailboz - Sean Landers
(| Calendar ﬂ
=] Contacts =4 Craig Mcl
&) Deleted Items RE: [ptfz
. . . . L"ﬂ Drafts (=1 CSWORK
1. Right-mouse click on the folder you wish to customize. é—-sigg‘;j:al it 5y
L@ Junk E-mail £ WiebCT
. . | Motes WebcT1
A shortcut menu will appear beside the selected folder. S S
B Coleoa] ||& Toda
G Con lj Open
'@J [C)L:: Cpen in Mew Window
|.{Z| Dral
L_‘! Inkw
f: jz: Advanced Find. ..
2. Select “Properties” from the shortcut menu. oo
[ Pen U Copy "Calendar”...
3 Pers
] Pacl :_[
L ) 5 sen
The folder Properties dialog box will appear. 4 ew Folder..
Mark &ll as Read
A Sharing...
| Properties |
Administration | Farms I Permissions izaki
General I Home Page Autofirchive

Calendar

3. Select the AutoArchive tab from the folder Properties

d . I b Type: Folder containing Calendar Items
Ia Og OX- Location:  YiMailbox - Sean Landers
Descripkion:

& Show number of unread items

€~ Show total number of items

When posting to this Folder, use: IIPM‘F\ppointment 'l

¥ automatically generate Microsoft Exchange views

The AutoArchive portion of the folder Properties dialog
box will be displayed. (See image on next page.)

Folder Size... | Clear Offline Items |

oK I Cancel | Apply
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4. Select the desired options on the AutoArchive portion

Of the fo'der PropertiES dialog bOX Administration I Forms I Permissions | Synchronization |
a. Select whether you want to: Cor] || G Autshreiine
e Avoid archiving the selected folder ® Com el o _
. . Archive items in this Folder using the default settings
e Archive the selected folder using the Dafeuk frctive St |
defaU|t Settlngs (See “Conflguring % Archive this Folder using these settings:
AutoArchive”) Clean out items older than [ j Months -
e Archive using custom settings R
b. I_f yOU SEleCt CUStom SettingS Piharchive, pst Browse, ., |
e Enter the “age” of items to be archived base " Bermanently deets ol tems

on a number of days/weeks/months.
* SeIeCt Where to “Move Old Items tO:" (We g The network administrator has not set retention
recommend “P:\archive.pst”.) N2 polcies.

Retention policy

Feetention Falicy Information, .. |

5. Click “OK” to save your settings for the selected folder.
The dialog box will close and the settings saved. ok | concd | ooty |

Manually Running AutoArchive

AutoArchive runs automatically based on preset options. However, you may wish to run Il et vew Favortes Tool
AutoArchive at times other than what is preset. L

Close All Ikems

Save Bs...

1. Select File > Archive... from the Outlook 2003 menu bar. Somatadmens

Folder
Share

The Archive dialog box will appear.

Import and Export. ..

& frchive all Folders according ta their Autofrchive settings:

/'(' Archive this folder and all subfolders: Page Setup

2. Select “Archive all folders according to B -
their AutoArchive settings”.

All the folders in the Mailbox will be

highlighted.

<o Calendar

@ Contacts

- (3 Deleted Items

A} Drafts (z)

@ Inbox (7)

(ﬁ Journal

- Maotes

& Outbox

E: S Sent Items d

Archive items older than: ITue 9f2E(2004 j

™| niclude: iterms with "D not sutodrchive! checked

3. Click the “OK?” button.
AutoArchive will start.

Archive file:
ocurments and Settingsielic-ins\Desktopharch Erawse. .. |

Cancel |
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Archiving a Single Folder in Outlook 2003

Inbox - Microsoft Dutlook

File | Edit Wiew @

o Tools

1. Select File > Archive... from the o
Outlook 2003 menu bar. [ open

Close all Items

Save As...

Folder

Import and Export...

.3

.3

Archive

" archive all Folders according o their Autodrchive settings
% ppchive this Folder and all subFolders:

Archive...

Page Setup

The Archive dialog box will appear.

2. Select the appropriate options on the Archive diglog

box.
a. Make sure “Archive this folder and all
subfolders:” is selected.
b. Select the folder you wish to archive:
NOTE: You cannot archive the Contacts
folder.

c. Select the date you wish to “Archive items

older than” by clicking its drop-down
arrow.

d. If you wish to archive a folder’s contents,
regardless of its archive properties, select
“Include items with ‘Do not AutoArchiv
checked”.

e. Itis recommended that the “Archive File”
location be set to:

P:\archive.pst

3. Click the “OK?” button.

4% Calendar
3 Contacts
/ (3 Deleted Items (1)
%5} Drafts
-2 Inbo

{ﬁ Journal

-%E1 Junk E-mail
g -T2 Naotes
@ Oukbox

Dats File Management f =14t Mailbo - Elic Instructor

Archive items older than: IFri 12212005 j

[ Include items with "Do not Autosrchive” g d

Archive File;

IP:'p,archive.pst

/ (o] 4 I Cancel |

[

Browse. .. |

Archive items alder than: IFri 12,!'23'2005\2

[ Include items with "Do

Archive File:

|P:'|,archive.|:ust

gl

s

The contents of the selected folder with dates older that the

selected date will be moved and added to the arch

ive.pst

file. Also an ““Archive Folders™ category will appear in the

Folder List.
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Opening Archive Folders

1. Select File > Open > Outlook Data File from the Outlook
menu bar.
- - - Open Outlook Data File HE
The Open OUtIOOk Data Flle dlalog bOX Wl” Luok\_n:l [ slanders on ‘uservolihomedirs (P x| @ + (31| €@ K [y 2] - Tools~
appear. /g [SMy Documents

|_JMy Graphics

Deskiop | My Music
|3y Pictures
| | My Stuff
EE)

2. If necessary, select the folder (under “Look ™™™

in:) where your archive file is located. N4
o <)
The recommended location is P:\ o
3. Select (click once on) the archive.pst file. L 5 o ||
:
4. Click the OK button. T
= *E;\ffjl\%ilbox - John Doe
- - . . 4| Calendar
“Archive Folders™ will appear in the folder list. e
‘a] Deleted Ttems
zgrafts "
L Inbios
-\%ﬂ:]ournal .
5. Expand Archive Folders by clicking on the plus sign (+) to the right. o ™

L= Outhox
L= sent Tkems
\ & Tasks
. . . . # [l Search Folders
Archive Folders will expand, displaying subfolders underneath. ¥ (9 uchive Folders

# = Public Folders

Folder Sizes
Data File Management...
] iSearch Folders
. . . . = 55 Archive Fold
6. Select the desired folder under the Archive Folders to view its A B Coerar

Contents + [ Correspondence

+ | Cuesta

+ (3] Deleted Items
|1 Drafts
3 Inbaox

I R

Closing Archive Folders
1. In Outlook’s folder list, right-mouse click on Archive Folders.
A shortcut menu will appear.

2. From the shortcut menu, select “Close Archive Folders”.
Archive Folders will no longer appear in the Folder List
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Restoring (Moving) Individual Archived Items into Any Folder

If necessary, display the Folder List by selecting Go > Folder
List from the Outlook menu bar.

Folder List Correspondence
Al Folders Arranged By Subject ‘A onk
= Eéfr Mailboyx: - Sean Landers = [~ Brad Gooding 1z
:E Calendar Sean Landers
{6 Contacts Subject: RE: Are We On For Friday?

rrespondence =" 104192

ngaft:d Tkems Step 4 — Drag to eonard; Twila Pulford; Tor
A [ Tnbe desired folder
1. If necessary, expand the Archive Folders by B
- - - . | hates Subject: RE: Japanese Commercials
cllcklr]g the minus sign (-) to the left of | il e ooy
“Archive Folders”. 1 sent tems Zoon Landlrs

[ StuFF From SPOL Subject: RE: Status on Adobe Software

[ Sync Issues
& Tasks
A L3 Search Folders
=1 &3 Archive Folders

2. Select the folder containing the items you want _| i caenda

Correspondence

tO move. [ Cuesta

& D Ttems
7] Drafts

3. Select the items you want to move. /

4. Drag the selected to the desired folder in the Folder List.
A small rectangle will appear by the mouse pointer as NOTE: If you hold down the [Ctrl]
you drag. When you release the mouse button, the key while dragging, you will copy

selected items will be moved rather than move the selected
’ items.

A small rectangle with a plus sign
(+) will appear by the mouse
pointer as you drag.

Important! Do not release the
[Ctrl] key until after you have
released the mouse button.
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Restoring (Copying) Archived Folder Back To Its Original Location

1. Select File > Import and Export... from the Outlook menu bar.

The Import and Export Wizard dialog box will appear.

2. Select Import from another program or file from
the dialog box, and then click the Next button.

Import and Export Wizard

~

-

The Import a File dialog box will appear.

[8] Inbox - Microsoft Outlook

Mew
I Cpen

Close All Items

Folder

Data File Management. ..

Filz | Edit Wiew Go Tools 2

L3

3

Import and Expart...

Apchive...

Pane Sabiin

Chaose an action ta perform:

Export ko a file

Import a YCARD file (wef)
Impart an iCalendar or vCalendar file {wes)
Irnport From another proaramm or fle
Import Internet Mail Account Settings
Import Internet Mail and Addresses

Descripkion
Import data From other programs or files, including
ACT!, Lokus Qrganizer, Personal Folders (.PST),
Schedule+, database files, text files, and others,

< Back l Hext = I Cancel |

3. Select “Personal Folder File (.pst)” from the Select—__
file type to import from, and click the “Next” button.

Select file bype to import from:

Microsaft Excel -
Outlook Express 4.x, 5.x, 6.x
Personal Address Book
ersol lder Fil= (pst)
Schedule Plus Interchange {.sc2)
Schedule+ 7.0
Tab Separated Values (DOS)
Tab Separated Values {Windows) &2

The Import Personal Folders dialog box will appear.

< Back I Mext = I Cancel |

Import Personal Folders

4. In the “File to import” field, verify that the name of E—
the archive file you're importing from appears there. ——
Example: P:\archive.pst

5. Click the “Next” button.

File to impart:

IP:\archlve.pst

€ Allow duplicates to be created

COptions
¢ Replace duplicates with items imported
£~ Do nat import duplicates

A (second) Import Personal Folders dialog box will
appear.

m Mext =

Cancel
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6. Select the folder to import from.
If appropriate, click “Include subfolders”.

7. Click “Import items into the same folder in”,
and then select “Mailbox — yourname”

from the drop down list.

8. Click the “Finish” button.

A status window will appear showing import progress.

1IZ't'ﬂ: Personal Folders
Select the Folder ta import From:

\\

4§ Archive Folders -
gsifCalendar
[ Correspondence
 Cuesta
3 Deleted Trems
1 Japanese ;I

¥ Include subfolders Filer... |

£~ Impart items inta the current Folder

* Impott items into the same Folder in:

A
—IMai\hUx - Sean Landers j

Back I; Finish I Cancel |

When the Import status window disappears, the import il

is complete.
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