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Open Outlook 2003
1. Select tools from the top menu bar and go to options

Outlook Today - Microsoft Outlook

i Ble Edt View Go | Tools | Actions LiveMeeting Help

e - | ) | hsa] | SendReceie Mecoid - @ i @
EE.MEHNOEE o Nl e b 1 options | @@ Services | @R

m |44 AddressBook... Cirl+Shift+B

Eavorite Folders | Rules and Alerts...

Thursday, April

[ Inbax Mailbox Cleanup... Y, AP

L_-:i Unread Mail 3] Empty Deleted Items™ Folder

L] For Follow Up

[I=) Sent Items b k
All Mail Folders Macro . Delivery Team - Weekly b
s Y | | e i -
— 3 ! Room Reservation Softw;
) () Archive Folders E-mail Accounts. .. Implementation Meeting |

Customize...
| Options...

2. Under Options select other

Options

Preferences | Mail Setup | Mail Format || Speling || Security | Other

E-mail
o ; Change the appearance of messages and the way they are handled.

l Junk E-mail.... ] [ E-mail Options. .. ]
Calendar
:ﬁ Customize the appearance of the Calendar.
> Default reminder: | 15 minutes vi [Calendar Opt’ons...]
Tasks
ﬂj Change the appearance of tasks.
Reminder time: | 2:00 AM b I [ Task Options. .. ]
Contacts
g' = Change default settings for contact and journal.
= [ Contact Options... ] [ Journal Options... ]
MNotes =

Change the appearance of notes.

Mote Options. ..

OK. ] [ Cancel




3. Under other select the AutoArchive... button

Options

| Preferences | Mail Setup | Mail Farmat | Spelling || Security | Other |

General
[} 1 [C1Empty the Deleted Items folder upon exiting

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

[ Mavigation Pane Cptions... ] [Advanued Options. .. ]

AutoArchive —
'—“ﬁ Manages mailbox size by deleting old items or moving them to an
|

= archive file and by deleting expired items.
AutoArchive. ..

Reading Pane...

Person Names
& Enable the Person Names Smart Tag
Display Presence Status in the From field

[ oK ] [ Cancel Appt

4. From the AutoArchive Screen fill out the fields as they are
shown below

[+#]Run AutoArchive every |7 | = days

Prompt before AutoArchive runs

During AutoArchive:
[IDelete 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 | 2 ! = iMonﬂns e |
(¥ Move old items to:

| H:\mail\archive.pst | Browse... ]

() Permanently delete old items

[ Apply these settings to all folders now l

To spedify different archive settings for any folder, right-dlick
on the folder and choose Properties, then go to the ]
AutoArchive tab.

Retention policy -
.;;*‘«g The network administrator has not set retention polices.

I OK J [ Cancel ]

l OK ][ Cancel ]




Replace the number of months to suite your company
policy and change the “move old items to:” to what ever
your share on the network is or if you have a laptop put it
on your c: drive. Just make sure you back it up regularly if
it’'s on the C: drive.

. If you would like to Archive immediately go to File and then
select Archive
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6. Then make the selection Archive all folders according ..
Then hit okay and this will immediately archive your e-mail
based on the above settings.
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(=) Archive all folders according to their AutoArchive settings
() Archive this folder and all subfolders:
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