Office of Information Technology

Managing your Outlook Mailbox through AutoArchiving

What is AutoArchive in Microsoft Outlook?

Your amount of data in your Outlook Mailbox grows as you send and receive items. To keep
your mailbox manageable, you would need another place to store — or archive — older items
that are important but not frequently used. Auto Archive automatically moves older messages

to this Archive folder for you.

How do I setup AutoArchive in Microsoft Outlook?

Auto Archive is scheduled at intervals, removing older
items from folders. Older items are those that reach the
archiving age a user specifies.

Right Click on the Inbox Folder or the folder
you want to auto archive from the Folder list on
the left side of your screen.

2  Click on Properties
2 In the Properties dialog box for the folder, click

the AutoArchive tab and specify archive
settings.

For Action Properties
i

3 (3 Move old items ko default archive folder
) Move old items bo:

() Permanently delete old items

= [ Inbox I

1

Properties| 2 I

For Action Properties

Select Archive this folder using these
settings to customize auto-archiving settings.

Autofrchive
2 Select the age of items you would like to
) automatically archive.
@)
3/ Select Move old items to default archive
folder.
1 (& archive this Folder using these settings:
2 Clean out items older than |3 : Manths 4. Click OK

If you have questions, please contact the Help Desk at helpdesk@bergen.edu or 201-447-7109, option 1.
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How do I read my messages that have been moved into an Archive Folder?

You can read your archived messages by clicking the plus all mail Falders
sign next to Archive Folders in the Folder List on the left e

side of your screen.

1 Click this plus sign to view your archive folders. a5
= = Archive Folders
= [ Inbox
2 Archived messages are visible in Archive Folders. Click = _| 3 For Action
[ Jokes
a subfolder to read the messages. 3 Reforence

1 = =3 Archive Folders
d

all rMail Folders

= &

Can I manually Archive in Microsoft Outlook?

| File | Edit Wiew Go Tools  Ackions  Help

Daka File Management. ..

Import and Export. ..

| archive. ..

— Page Setup »

Prink Prewview

Lk

Prink... Zkrl-P

Zached Exchange Mode 3

Wark OFFline

Exit

€ To archive a specific folder and its
subfolders, pick the Archive this folder
and all subfolders option.

€ Click the folder you want to archive to
select it

& In Archive items older than, enter an
appropriate date. Any items created
before this date will automatically be
moved to the auto-archive folder.

4 Click OK when you are done.

Yes, you can manually archive your Inbox when your
Inbox is over the capacity.

: Mew * & Reply o Al
? Z_)IZ: Al Thems " 23] M= 1n order to do this, go to the File option on your
I Sav;ﬁs“l M‘icrosoft toolbar.. When the drop down menu appears,
| T ) t| [1] @] From click on the Archive selection.
Faolder 3

Once you click on Archive selection it will bring up an
Archive box.

Archive E|

(") archive all folders according ko their Autoarchive settings
(®) Archive this Folder and all subfolders: €%
| Calendar ~
5= Contacts
[ CreatestudentEmail
{a) Deleted Items
L:# Drafts
[ Inbox €

S Jourmal

L@ Junk E-mai

o | Motes

[ outbox v

Archive items older than:@8Fri 11742005 W

[]include items with "Do not Autosrchive” checked

Archive File:

CiiDocuments and SettingsigmarcelinoLocal Sett

(o] 4 ',ﬁll Cancel ]

If you have questions, please contact the Help Desk at helpdesk@bergen.edu or 201-447-7109, option 1.
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How much email can I keep in my server based mailbox before I have to archive it? How
can I check the size?

All Bergen Community College Faculty and Staff email accounts are limited to a maximum
storage capacity of 250MB (250,000 KB) of server storage. When your size approaches this
limit, you will begin to receive System Administration Emails to your mailbox. These emails
are alerts to you the user to begin deleting or archiving emails to clear up space. College email
policies regarding storage are as follows:

e Users of mailboxes that approach the 250MB limitation will receive an automatic notification
indicating that they are exceeding storage limits

e Users of mailboxes that exceed 350MB will be unable to send email messages until the mailbox
capacity falls below 250MB.

e In order to protect the stability of the college email system, mailboxes that exceed 500MB of
capacity will be unable to send or receive email until the mailbox capacity is restored to 250MB

or less.
All Mail Folders

To check the size of your mailbox ) 2% Mailbox - Gabriel Marceling
= 3§ Archive Folders

. . . =}
* Right click on the Mailbox ¥ that you - CreateStudentEn [ Open
. 5] Deleted Items o i M Wind
want to view. 7| Drafts [PLED ) WIS A eiEsy
= L Inbax Send Link ko This Folder
. . « . L@ Junk E-mail ad d Find
= Then click on Properties for “Mailbox- =5 Cutbox dvanced Find...
YOUR Name”ﬁ. =5 sent Ttems alél Rename "Mailbos - HELF DESK"...
[ Voice Mail 4| Mew Folder.,,
= Lol Search Folders
= Make sure you are under the General #dd o Favorite Folders
tab. Process All Marked Headers
Process Marked Headers
u Click on the Folder Size button. Open Other Folder 3
%5 Close "Mailbox - HELP DESK”
=  Your Total size should be lower than sharing...

250»000 KB _ﬂ Mail fr' Properties For "Mailbox - HELP DESE"... =

= o S =, -

General |Home Pages || Permissions

In this Folder Size dialog box, you can -
view the Total size (including subfolders). RRilli=Z83F:

In the area below it will also tell you what Local Data | Server Dats |
how mu§h space each folder is taking up in Eokder Name: Maibos Y our Mame
your Mailbox.
Size (without subfolders); KB
Remember once the Tot'al sizg r'eaches Tatal size (including subfolders): 170923 KB
230,000KB you will begin receiving a ] -
warning in both your mailbox and your cibfobder Eizn Total Size |
voicemail. Calendar 217 KB 238 KB
CalendariShared Calendar 21 KB Z1 KB
Contacks 160 KE 160 KB
Deleted Thems 1053 KB 1053 KB
Crafts FKB 9KB
Inbece 33727 KB 133990 KB
Inbox|~Dedicated Specialize. .. 1090 KB 1090 KB

If you have questions, please contact the Help Desk at helpdesk@bergen.edu or 201-447-7109, option 1.




