Creating a file for long-term e-mail storage via Outlook

1. Decide where you want the file to go

While you can place this file, known as a “.pst file” anywhere, Information Services prefers you place it
onto a server whose data is backed up nightly. To help, IS has “archivel”; if you want to use this server,
you’ll have to see if you have a folder ready:

For a Windows workstation:
e Select Start at the bottom left
e Click Run

e Enter (without quotes)” \\archivel\archives$\{your NetID}”

Run

- Type the name of a program, folder, document, or
= Internet resource, and Windows will open it For you,

open: | Warchivellarchivesgiwiliace

2

(04 ] [ Zancel

] [ Browse, .,

If you have a folder, a window will open and show its contents. If you do not have one, you will receive
an error. Please contact 2-9700 during business hours to have a folder created.

2. Establish a connection to the file’s location (this is also called “map a drive™)

For a Windows workstation:

Right-click "My Computer"

o Select "Map Network
Drive..."

o Accept the default drive letter
(most users like “Z”: the
example uses V:)

e In the Folder, enter your
folder’s location (without the
quotes)”

\\archivel\archives$\{your

NetID} or

\\archivel\archives1$\{your

NetID}

e Select "Reconnect at login”
e Select Finish

Map Network Drive

Windows can help vou connect to a shared nekwork Folder

and assign a drive letker to the connection so that vou can
access the Folder using My Computer,

Specify the drive letker For the connection and the Folder
that vou want to connect to:

Drive: W W

Folder: | YWarchivellarchives$iwilia

Example: Y\serverishare
Reconnect at logon

Connect using a different user name.

Sign up For online storage or conneck ko a
network server,

Finish l [ Cancel




3. Create a “.pst” file for the storage

For Outlook users:
« Select File, then “New”, and,
finally “Outlook Data File”

* Highlight the default “Office
Outlook Personal Folders
File (.pst)” and click “OK”

* In the next window, click the
down arrow in the “Save in”
window and select your
mapped archive drive.
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File: | W1 \Personal Folders( 1), psk

* If you want to password
protect it, do so; then click

OK™. Farmat: | Personal Folders File

Barne: | ersonal Folders |

Encryption Sekting

l[:} Mo Encrypkion
(%) Compressible Encrypion
{_JHigh Encryption

Passward

Passward: | |

YWerify Password: | |

[] 5ave this password in wour password lisk

[ 04 l [ Cancel ]

* The .pst folder will appear at
the bottom of your list of
Exchange folders.



4. Use the file

You can drag messages from your Inbox or Sent Item folder (and their subfolders) into your new .pst file.
You can also set up an automatic clean up of your account. NOTE: This utility works only when you use
Outlook from your workstation. It will not run in the background automatically.

e From the main Outlook screen,
select “Tools”, then “Options”.
Click on the “Other” tab to see the
“AutoArchive...” button.

From this menu:

» Select how often you want it to run
* Decide if you want to be prompted
» Select the action

» Update the “Move old items to:”
location (click the Browse button to
find your \\archivel\archives$ file)

* Click “Apply these settings to all
folders now” if you want all folders
to be stored. If not, continue below.

Options
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General

0 CIEmpty the Deleted Items Folder upon exiting:

take Outlook the default program for E-mail, Contacts, and
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Autodrchive
-_g Manages mailbox size by deleting old ikems

archive file and by deleting expired items.,

Autoarchive,

Reading Pane

Zustomize options For the Reading Pane,

Reading Pane. ..

Person Mames
% Enable the Person Mames Smart Tag
[ Display Presence Status in the From field

[ oK l l Cancel ]

AutoArchive

IRy rg 14 |3 days
Prompt before Autodrchive runs
During Autodrchive:
[ ] elete expired items {e-mail folders only)
archive or delete old items
Show archive Folder in Folder list
Default Folder settings for archiving

X

Clean oyt iteros clder than L6 & ookl Ak

(5) Move old items ko
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(_) Permanently delete old items

[[ Apply these settings to all folders now l ]

To specify different archive settings For any folder, right-click
on the folder and choose Properties, then go to the
Autosrchive kab.

Retention palicy

+

g The network administrator has not sek retention policies.
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If you want only a few folders to use this
utility:

* Right-click on the folder, such as
“Inbox”

* Select “Properties”

* Click the “AutoArchive” tab
 Change the settings, if you want,
including excluding the folder by
clicking “Do not archive items in
this folder”

 Update the “Move old items to:”
location (click the Browse button to
find your \\archivel\archives$ file)
* Click “Apply”

Inbox Properties E

Fermissions Synchronization
| Autodrchive

Administration Farms
General Horne Page

() Do not archive items in this Folder

() Archive items in this Folder using the default settings

() archive this Folder using these settings:

Clean out items older than |3 : Morkths “w

() Move old items ko defaulk archive Folder
(®) Move old items tao:

|'-r':'|,archive.|:ust | [ Erowse... |

() permanently delete old items

Retention policy

g The network administrator has not set retention
policies,
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