E-mail Maintenance and Archiving in Outlook 2007
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Clogged Mailboxes

The more we use Outlook, the more we create, receive and accumulate files that increase the
size of our mailbox. The file size can increase pretty quickly if you use certain options such as
the journal or have large file attachments or rarely delete sent items.

You want to maintain the smallest Outlook data file as possible because your mailbox resides
on the server, which is shared space for everyone in the Saint Rose community. Outlook will
also run a lot faster. You are allowed a maximum of 1 GB of data or about 1024MB or
1,048,576 KB for your email. This is a lot of space for email. Nevertheless, some of us may
have received an email message from the system administrator advising us that we are over the
limit. This is a call for some spring cleaning! There are several things you can do to reduce the
size of your mailbox.

Empty Deleted Items folder upon exiting

Some preventative measures you can take are to Empty Deleted Items folder on a regular
basis. By selecting this option, Outlook automatically empties your deleted items folder every
time you close out of Outlook. This is the equivalent to the garbage taking away your garbage
every day. Deleted items are stored on the server for up to 2 weeks and can be recovered
through the web interface in case you deleted something you should not have.

1. From the menu bar select Tools, Options. Click on the Other tab.
2.  Select the Empty the Deleted Items folder upon exiting check box. Click OK.

Options

Preferences | Mail Setup | Mail Format | Speling | Other | Delegates

General
= Empty the Deleted Items Folder upon exiting
/ Make Outlook the default program For E-mail, Contacts, and Calendar,

| Advanced Options. .. |

Aukodrchive

= Manages mailbox size by deleting old items or maving them ko an archive file

=) and by deleting expired items.
Autoarchive, .,
CQutlook Panes
—| Customize options For the Outlook Panes, Mavigation Pane

Reading Pane. ..

To-Da Bar...

Person Mames
Display online status next to a person name

[ Cisplay anline status in the Ta and Cc fields only when mouse
pointer resks on a person name

[ OF ][ Cancel ][ Apply ]

3. You should also periodically empty or archive your Sent items folder.

4.  Lastly, but certainly not least, you should Archive your files frequently in order to maintain
a reasonable file size in Outlook.

Outlook Archive Feature 1
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Mailbox Size Properties

The size of your mailbox directly effects performance. If Outlook runs slow, it is a sure sign that
it is time to do some email maintenance and archive. Your mailbox is limited to an average of 1
gigabyte of space or 1024 megabytes or 1,048,576 kilobytes. How do you know how much
space your mailbox is taking up? To view this information for your entire mailbox, right-click on
the folder at the top of your folder list, called Mailbox - user name. Look at its properties.

1. Inyour folder list right-click on your mailbox. Select Properties for Mailbox.

/

/

“«

|

Favorite Folders
L] Inbox
L= Sent Items
L& Unread Mail (232}

*

Mail Folders
2] All Mail Items
= £5i Mailbox - FLANSBURG, SHERRY:

=)

[Z Open

Open in New Window
ae Rename "Mailbox - FLANSBUJG, SHER
4 Mew Folder...

H Add to Favarite Folders
Process All Marked Heaglers
Process Marked Headgfrs

Open Other Folder

Change Sharing fermissions...

) Prapq<ies for -

ailbox - FLANSBURG, SHER..."...

2. Inthe Outlook Today dialog box select Folder Size.

Outlook Today - [Mailbox - FLANSBURG, SHERRY] Pr.... [2][X]

General | Home Page || Permissions

@ Mailbox - FLANSBURS, SHERRY

Type: Falder containing [flail and Post Items
Location: Microsoft Office outlook
Descripkion:

(®) show number of ungead ikems
(O show total numberfof items
When pasting to thif Folder, use:  |IPM.Post

Automatically fenerate Microsoft Exchange views

Falder Size... q,
[ Upgrade to Color Categories, .. ]
Ok ] [ Cancel
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3. This will display the folder size dialog box. This dialog box will display two tabs if in Cached
Exchange mode, which is the default installation of Outlook at St. Rose.

Cached Exchange Mode creates a copy of your mailbox and stores it using an offline folder
(-ost) file on your computer. This copy provides quick access to your data and is frequently
updated with the mail server. If you work offline, whether by choice or if there is a connection
problem with the Exchange server, you can still access your data. When the connection is
restored, Microsoft Outlook automatically switches back to connected mode. Any changes you
made while offline are automatically synchronized once connected.

View Mailbox Size

You can also go to Tools — Mailbox Cleanup —View Mailbox Size.

Mailbox Cleanup

+

\\"g ¥au can use this kool fa manage the size of wour mailboo,

¥ou can find bypes of ikems to delete or move, emply the deleted
iterns Falder, ar wou can hawve Cutlook bransfer ikens o an archive
file,

I View Mailbox Size... J

This will display the folder size for your mailbox and subfolders. Below is an example of the
folder size dialog box for a cached Exchange mode folder stored on the Exchange Server. It
has two tabs Local Data and Server Data. For the most part, these two tabs should display the
same sizes for the folders listed. Click the Server Data tab.

Local Data | Server Data
Folder Mame: Mailboz: - FLAMSBURG, SHERRY
Size (without subfolders): 0 KB An easy approximate
Total size {including subfolders): 143284 K b CONVErSION of KB to MB IS
to take off the last 3 digits
Subfolder Size Tokal Size | ™
Banner Za8KE Za8KE
Calendar 3182 KB 3182 KB
CDETG 2170KE 2170KE
15204 22476 KB 22476 KB
Contacks S04 KE S04 KE
Deleted Ikems 0 kE 0 kE
Drafts OKE OKE
E-mail accounts 4747 KB 4747 KB
FutureMedia Glyph M3 3666 KB 15775 KE
FrrureMedia Ghnb CMSHlRA. .. 1510 KR 151nkR ¥
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Conversion

Your folder size should be under 1 GB. If your folder size is over 1GB, or 1,048,576 kilobytes
you can tell where the culprit lies by looking in the folder size dialog box list. You can then
choose to delete items out of those folders, or archive.

%  Outlook displays the size in kilobytes (KB). Just do the conversion. An easy conversion is
to take off the last 3 numbers. For example, | have a total mailbox size of 90,453KB. This
converts to about 90MB. A 1,000 MB =1 GB. | am way under my limit.

% 1,048,576 kilobytes = 1 gigabyte. 1,024 kilobytes equals 1 Megabyte.
But to be more precise, try the converter website listed below

e http://www.123marbella.net/en/free-bandwith-calculator.html

1. Just type in the number of kilobytes that Outlook indicates in the total size and click the

conversion L= pbutton. Look at the number of Gigabytes to determine if it will fit on
your USB stick.

Kilobyte Megabyte Gigabyte

Byte (KB) (MB) (GB)

|195023872 |190453 |185.98926 |0.18163

| |
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Archive

An archive is a file containing old messages that have been moved from the mail folder.
Archived messages can be retrieved by opening the archive folder. So, archiving is a method
for “moving older stuff to the attic” (e-mail messages, appointments, tasks, journal entries, and
notes). If you use Outlook frequently, you will accumulate a lot of information — usually e-mail
messages. There are three main reasons to archive items in Outlook:

To reduce email glut and clutter.

2. Store items out of the way (such as those related to a past project) that you might not need
at the moment, but may need to refer to them in the future.

3. To maintain a small mailbox size that takes up less space on the server. The smaller your
mailbox, the faster Outlook will run.

Archiving your messages will move them from the server unto your local computer. Archived
messages are moved from your inbox to a special data file called archive.pst which is stored
on your local drive and can only be displayed in Outlook.

Folder structure

An identical folder structure exists between the archive file and your mailbox.

// Folders are left in place after being archived, even if they are empty.

You work with the items the same way you work with items in your main
\ ‘

mailbox.
¥  The subfolders in the Archive mirror the Mailbox.
Attachments

%  Any files attached to an email such as a Microsoft Word document are also archived within
the e-mail message.

To view an online tutorial at the Microsoft website on this topic go to:

http://office.microsoft.com/training/training.aspx?AssetiD=RC102388191033&pid=CR10065458
1033

There are two sets of Auto Archive settings this class will cover.
%  Default settings

%  per-folder settings (right click folder in navigation pane, click properties, Auto Archive tab)
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Manual Archive

Manual archive allows you to archive a particular folder using the default settings or by
specifying the folder(s) and date in which to archive items.

1. From the menu bar select File, Archive.

2. The archive dialog box appears. Select the desired options detailed below. Click OK.

3. Inthe bottom right hand corner of your status bar, an archiving icon displays indicating that
Outlook is archiving. Do not interrupt this process.

Archiving 7 -

Moves items to the archive file based on the default or individual settings for each folder.

Select the folder

you want to Archive all Folders according to their Aukodrchive settings
archive. ¥ archive this Folder and all subFolders:
It archives items in = “-:E:;f Mailbo: - SHERRY FLANSELRG -

+ &
the selected folder o eeess

+ [ banner
that are older than 7 calendar
the date you 4] Contacts
specify. {a] Deleted Items (2

N L7 Drafts
3 E-mail accounts Click the drop-down

H [ ExCEL arrow to display the
Home date navigator and
select a date. This
Archives items older

Archives items for
which you have “Do

Not AutoArchive this Archive items older than: | Sun 4/1/2007 —]
item” selected. ]

Thereby. overridin _Eann:Iude items with "Do nok Autobrchive” checked than the date you
the Sett?ﬁg. . Archive file: specify here.
__yFt\Dacuments and Settings|FLANSBUS!Local Sett @J
—
The Location where the Archive file Lo J [ cancel |
IS stored on your computer.

Note: To exclude an item from being archived, select the “Do Not AutoArchive” property for
an individual item. Open the item and choose File, Properties, then check the “Do
not AutoArchive this item” box.

Do not Autadrchive this ikem

Outlook Archive Feature 6
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View Archive Folders

Outlook archived files (.pst files) are data files saved in a special format and can only be opened
using Outlook. After Outlook archives items for the first time, you can access items in the file
directly from Archive Folders in your Outlook Folder List.

% If the Folder List is not visible, select Folder List from the Go menu.

1.  Click the plus + sign next to Archive Folders in the Folder List, and any subfolders to
view contents.

Folder List
&ll Folders

# £4f Mailbox - SHERRY FLANSELIRG

ef=, firchive Folders
= 0

2. Itwill display the contents in the same folder structure they had before being archived.

Folder List
All Falders

H E’éj Mailbo - SHERRY FLAMSEL
B v Folders
4 [ Access
# [ banner
:ﬁ Calendar
&) Deleted Items
[ Drafts
[ E-mail accounts
xcel 531

* If still you do not see your archive, make sure you have the option “Show archive folder in
folder list” turned on. Go to Tools — Options — Other tab, AutoArchive. Select “Show
archive folder in folder list”.

AutohArchive

Run AutoArchive every o days
Prompt before Autodrchive runs
During Aukodrchive:

[ ] Delete expired items (e-mail Folders only)

Archive ar delete ald ikems
I Shows archive folder in folder lisk

Note: You will not be able to access your archive from a web based email account, because
your archive is not saved on the server. If you need to access something from home
that is in your archive you can go to the Archive folder in outlook, click and drag it back
to your Mailbox folder ahead of time.

Outlook Archive Feature 7
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Auto Archive

Instead of manually archiving your messages, you can turn on the Auto Archive feature to
automatically archive on a schedule, along with other options.

To turn on AutoArchive and configure the global archive settings do the following:

1. From the menu bar select Tools, Options, click the Other tab. Click the AutoArchive

Button.

2. Select the Run AutoArchive every n days check box. Type or choose a number in the box
for how often you want AutoArchive to fun. The default setting is for AutoArchive to run

every 14 days.

Select this to have
Outlook prompt you

each time it is about to
perform the Auto
Archive, you can click
Yes or No to continue
or stop the operation.

RRIERTCTIE This option deletes all messages in all your
[V]Run Autotrchive every |14 | % days e-mail folders, such as Inbox, Sent, or

{v] Prompt before Autoarchive runs DraftS, when they reach the end of their
During Autodrchive: aging periods. If you select this option,

[ pelete expired items I{e-ﬁail fFolders onl: email will be permanenﬂy deleted, not

[ archive or delets old tems archived. I suggest un-checking this item.
Show archive Folder in Folder lisk

Default Folder settings For archiving

s

This is the default
location where your
archive will reside

~4«—— Choose an archive interval of

Clean ouk ikems alder than |6 + |Months
days, weeks or months

(3) Move old ikems to:

— | C:iDocuments and Settingsiflansbusilocal Sek

() Permanently delete old items
["apply these settings to ol Folders now ¥— Click to have all folders follow the

same AutoArchive schedule.
To specify different archive settings For any Folder, foreome
on the folder and choose Properties, then go to the
Autoirchive kab,

Retention policy

g

’;\,’ The network administrator has not set retention policies,

[ (o] l[ Cancel ]

3. Click OK to save your AutoArchive settings. Click OK once more to exit the Options dialog

box.

4. If you choose to be prompted before it archives you will get a dialog box as shown below.

Microsoft Office Outlook @@

'f Would vou like to Aukofrchive vour old ikems now?

L
Autodrchive moves items that vou haven't used in a long time to the
archive file C:\Documents and SettingsiflansbusiLocal Settings'Application
DatalMicrosofthoutlooklarchive.pst. This is necessary to improve
performance and ko prevent your mailbox From growing koo large. You can
find archived items in the Archive Folders located in the Folder list.

[Jpon't prompt me abaut this again.

AukoArchive Settings. .. es ] | Mo

Outlook Archive Feature
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When Auto Archive is turned on, it will run automatically at scheduled intervals, clearing out old
items. Old items are those that reach archiving age. Outlook will auto archive according to the
default aging period for each type of item. Both the folder and all Subfolders are archived
according to the default archive settings listed below.

Iltem Default Aging Periods for when items in folders expire.

Inbox 6 months from date received or modified. For email messages, any action
such as forwarding, replying, or moving to a different folder are all
modifications which will affect the date of archive. Iltems are Auto Archived
after they reach a certain age or “maturity” date. "Maturity" means how
long a message sits around without your touching it.

Calendar 6 months from start date or last modified.

Tasks 6 months from the completion date or last modified.

Incomplete tasks are not archived. Tasks assigned to others are archived
only if marked complete.

Notes 6 months from entry date or last modified
Journal 6 months from entry date or date modified
Drafts 6 months from date created or last modified
Sent Items 2 months from date item was sent

Deleted Items 2 months from date item was deleted

Contacts folder | N/A —is not auto archived. Does not expire. However, you can manually
archive them.

Junk Email folder does not get archived

Basically when the aging period starts is the received date/time or when you last changed and
saved the message, whichever is later.

http://office.microsoft.com/en-us/outlook/HA102511271033.aspx?pid=CH101130681033

Outlook Archive Feature 9
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Set Archive Options for Individual Folders

You may also set archive options for individual folders. The per-folder settings override the
global default settings so you can Auto Archive individual folders differently. If you don't specify
AutoArchive settings for a specific folder, the folder will not be archived.

1. To set the archive options for a folder, select and right-click on the folder.
2. Choose Properties. Click the AutoArchive tab.

3. Set the options you want for the archive of this folder and then click OK.
At the folder level, you can choose:

#% Do Not Archive items in this folder.

For example, | have my global AutoArchive settings set to archive everything every six
months. However, | may have a folder for a major project that | don't want to Archive, or
want different settings. In this case | would select “Do not archive items in this folder”.

*

Archive Items in This Folder using the default settings.
%  Archive This Folder Using These Settings. You can specify any number of days, weeks, or

months.
EXCEL Properties @
Adrministrition Forms Permissions Synchronization
Genetal Haome Page Autodrchive

") Do pol| archive ikems in this Folder

() archivE ikems in this Folder using the defaulk settings

Automatically moves
items marked to be .
archived by the Specified P(#)iArchive this Folder using these settings:

time into a file Clean out items older than |3 : Months

(&) Move old items ko default archive Folder

v

Choosing this option

O Move old items to: moves archived items to

Warning! - Permanently <&—===—— this specific archive folder.

»() Permanently delete old ikems

removes items that are This path can be set in
older than the amount of global AutoArchive
time you specify. Retention palicy settings.
.9 The network administrator has not set retention
\:.,/] policies,
(o] 4 l [ Cancel ] [ apply ]

4. Click OK when done.

% Inbox, Notes, and Drafts do not have Auto Archive activated automatically. Contacts can
be manually archived, but cannot be Auto-Archived.

Outlook Archive Feature 10
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Exclude items from Archiving

If there are items in a folder that you want to exclude from automatic arching, you can do so a

per-item basis.

To prevent the item from being archived, open the item. Select, File — Properties. Select the

check box marked do not AutoArchive this item. Click OK.

Summary

General |

]

Type:
Location:

Size:

Sent:
Received:
Modified:

Order Print Supplies Mow, Get Them Tomarrow

Message (HTML)
Inbox
23 KB

4/17/2007 5:51 PM
4/17/2007 6:47 PM
4/17/2007 9:17 PM

Options for this item
Importance: Sensitivity:

| Mormal

v|

[*]Do not AutoArchive this item!

Read receipt requested: Mo
Delivery receipt requested: Mo
(]4 l [ Cancel ] [ Apply

AutoArchive is just one of the many ways you can use to manage the size of your inbox. The
ease of use makes AutoArchive a popular and relatively simple method for moving older

Outlook items out of your Exchange server mailbox on a regular basis.

Outlook Archive Feature
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Backup your Archive to a USB stick

Once you have archived your mailbox, it is off the mail server and now saved on your hard
drive. In the unfortunate event of a hard drive failure, you would lose all your archived items.
As with all your files and folders it is good to back things up. In Outlook you Export to do this.

You Export the archive as a (.pst) personal folder file. This file can only be opened in Outlook.

First you have to make sure that your USB drive is large enough to store your archive file.
To do this, check the size of your archive file to make sure it will fit on the USB stick. Right-
click on your Archive folder. Select Properties for Archive Folders. Click on Folder Size.
Refer to the conversion information on page 4 if you need to.

Export

Export is used to create a file containing your Outlook information, while maintaining the
original data in your folders. Export can be used to create a backup of your archive or you can
Export specific items such as contacts.

1. Goto File — Import and Export.

2. Inthe Import and Export Wizard, choose Export to a file.

Eile | Edit View Go Tools

MNew [

Import and Export Wizard

Choose an action to perform:
Bl saveas. Export RSS Feeds to an OPML file
Save Attachments 4

DOpen [
Closg All Ttems

Import a VCARD File {Lvef)

Import an iCalendar {.ics) or vCalendar File {.ves)
Import from another program or file

Import Internat Mail Account Settings

Import Interngt Mail and Addresses

Import RSS Feeds from an OPML file

Impart R5S Feeds From the Common Feed Lisk

Folder »

Data File Management...

Import T%d Expart...

Descripkion

Export Outlook information to a file for use in other
programs.,

Archive...

Page Setup 3

Print Preview

b

Print... Ctri+P

Cached Exchange Mode 3
ek = l [ Cancel

Work Offline

Exit

3. Click Next.

Outlook Archive Feature 12
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4. Choose Personal Folder File (.pst)

Create a file of tyvpe:

Export to a File

Comma Separated Values (DOS)

Microsoft Access 97-2003
Microsoft Excel 97-2003

Personal Folder File {,pst)
Tab Separated Yalues (Di0S)
Tab Separated Yalues (Windows)

Comma Separated Yalues (windows)

[ < Back ]L_Mext:: ]

[ Cancel ]

5. Select the folder you want to export. For example, | want to export my Archive. Scroll down

and click on Archive folders.

Export Personal Folders

Mr’

Select the Folder to export From:

[ swnchronEyes
|&] Tasks
[ Tech stuff
3 TEDS20
[ viruses and Hoaxes
= .@ Archive Folders
{a) Deleted Therns
[ Sent Items
.@ Public Faolders
£ SharePaint Lists

[>

[ ]include subfolders

/

I<

Eilker ...

[ + Back ]L_mext:b

] [ Zancel ]

7
6. IMPORTANT: Click Include subfolders. Click Next.

Outlook Archive Feature
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In the Export personal folders dialog box you want to give it a meaningful name.

Click Browse to go to your USB drive so it saves it there. Choose Do No export duplicate
items. Existing data will be kept, and the duplicate information in the file will not be copied

to the current Outlook folder.

Save exporked file as;

Export Personal Folders @

|F:'|,0ut||:u:-k Archive Backup.pst | [B[l:nwse... ]

Cipkions
() Replace duplicates with items exported
() Allow duplicate items ko be created

{(*) D0 not export duplicate items!

[ < Back, ” Finish l [ Cancel ]

9. Browse to your USB drive and if you haven't already done so, type in a meaningful name

such as Outlook Archive Backup or contacts depending on your purpose.

Open Personal Folders

v @-3 X ciE-

Save jn | “e* Removable Disk (F:)

25 Dacmants

@ Deskiop ; .

am Navigate to your USB drive. The

S e letter designation may be different

compuer than what is shown here.

g Plgcez "
File narmne:: |Out|00k archive Backup| 4 |
Save as bype: |Personal Folders Files (*.pst) b |

Tools -

10. Click OK. Click Finish.

Outlook Archive Feature
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11. In the Create Microsoft personal folders dialog box, type in the name of the Personal folder.
Click OK.

Create Microsoft Personal Folders E|

File: | FihOutlook Archive Backup.pst |

Mame: |Outlaak Archive Backup |

Format: | Personal Folders File |

Password

Password: | |

Werify Password: | |

[]5ave this passward in your passward list

[ OK ][ Cancel ]

12. Name the file and click OK.
13. Click Finish.

14. It will export your data in a .pst file format that can only be opened in Outlook. This may
take awhile depending on the size of your archive.

Microsoft Office Outlook

7 )

Exporting 'Spam and other Hazards'

15. Check your Flash Drive to check that the archive backup is there. You are done!

= Removable Disk (F:) ExR

 Ele Edit Y¥iew Favorites Tools  Help !'

eBack T Lﬁ /._\J Search U= Folders v x % Llhj Dlj

: Address |=-’ Fi v| GO
A Mame Size  Type Date Modified
§ ~
File and Folder Tasks % L] outinok Archive Backup, pst 2,249KE  Microsoft OFfice Outlook Personal Folders  3/10(2010 3:24 PM

(2 Make & new folder

@ Fublish this Folder to
the Web

Share this folder

Outlook Archive Feature 15
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Opening .pst files

1. If you ever have to restore your backup of your archive, it is a .pst file that can only be
read in Outlook. Therefore you will have to open your backup from Outlook.

2.  Follow these instructions to open a .pst file in Outlook. From the menu bar select File—

Open — Outlook Data File.

3.  The “Open Outlook Data File” dialog box will open to the default location where .pst files
are usually stored. This is usually buried in your profile in documents and settings.

Eile | Edit View Go

Tools

Mew
Open
Closg All Iltems

Bl save As...

Save Attachments

et

»

3

Actions Help Adobe PDF

i=4 Reply to All i+ Forward

Selected tems  Ctrl=0
Other User's Folder...
LCalendar...

Outloolf.\Data File...

) n—lna'r

4.  You need to navigate to the USB drive where your backup resides. In this example it is

the F Drive.

5.  Select the .pst document. Click OK to close out of the “Open Outlook Data File” dialog

box.

i
Computer

My Nstwork
Places

=
Z#, storage on'‘nasl’ (N:)

Z#, Math on 'strose edulShares' (2:)
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S pocuments -
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d

Tools

Cancel

Open Outlook Data File E‘El
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< Remavable Disk (F:)
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Documents
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Computer

My Network
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File pame: ‘

4

Files of type: ‘Parsnna\ Folders Files (*.pst)
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6.

The pst file will display near the bottom of the folder list in the navigation pane, usually

after archive folders. You can open your folders and view your items here.

+ £ Outiook Archive Backup:

<

L Inbox
L= Sent Items
L& Unread Mail (152)

Faworite Folders

b

Mail Folders
2] Al Mail Items

Lo Categarized Mail
L& For Faollow Up

Lo Large Mail

L& Unread Mail (192)
L& Unread Maill (192)

= 3§ Archive Folders

=l —§ Outlook Archive Backup:

fa] Deleted fems

1 SentItems

L& Search Folders
= 3§ SharePoint Lists

bl

E

8.

rrrrr

fmrlmisam O e el

When you are done viewing your file, right click and choose Close.

L Sea
= = ShareP

) Mail
) coenc

Calendar
8=

o] Tasks

Contacts

=

afe

]

@

Qpen

Open in Mew Window

Eename "Cutlook Archive Backup”...
Mew Folder...

Add to Favorite Folders

Process All Marked Headers

Process Marked Headers

Open Other Folder

Close "Outlook Archive Backup”™
Properties for "Cutlook Archive Backu

3

4.

Resources: http://office.microsoft.com/en-us/outlook/HA101057061033.aspx
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