Why is email going to be deleted after 6 months?

Because Outlook is a server based email system. What that means is that the messages
are actually sitting on a server and not on your computer. The college has over 500 email
addresses and people have gotten into the habit of never clearing out unneeded email. This
means that the server is getting filled with all the email and this will eventually cause a problem
for the server and that means a problem possibly for everyone!

There are a few ways to make sure that any old important email is not lost. If you are using
OWA (outlook web access) then you will need to cut and paste these messages into a word
processing file or forward them to another email account. This could be a home account or
maybe a web based account.

If you are using the Outlook program on your computer then you can create a set of archive
folders to move/copy the emails into. Archive folders are stored on the locale computer’s hard

drive (c: drive) in a personal storage file (.pst file).

You may already have archive folders in your outlook. They will be located at the bottom of the
folder list located on the left hand side when outlook is open.

See Below:

Archive Folders - Microsoft Outlook

Go Tools Actions Help Type a question for help '+
2 New 3 (4 Reply (Reply to Al (3 Forward | 2pFind Type acontact tofind 7| @) [E] |8
FolderList Archive Folders [

All Folders Arranged By: Date |Newest ontop

= 8¢ Personal Folders
Calendar

|8 Contacts
(&) Deleted Items
() Drafts
[ Inbox
i Journal
E Junk E-mail
|| hotes
[3) Outbox
Sent Items

# [ Sync Issues
|7 Tasks
[ Templates
[ search Folders

(3 Deleted Items
[ Inbox (1)
[ Junk E-mail
[ Outbox

[ Sent Items
[ Search Folders

Folder Sizes
Data File Management...

Archiving Inbox ta C:\Documents and Settings\G. EvaniLocal Settings\Application DatalMicrosoftOutlookiarchive.pst. % A

15 Start T pocument! - e



If you already have archive folders you can just copy or move email into those
folders and the 6 month rule will not affect those messages.

If you do not have archive folders then do these following steps to create those
folders:

Click on the word “file” on the menu bar.
Locate “archive” on the drop down list
Click archive
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A window similar to this one should appear.

Chose the upper most level of folder (Personal Folders in this example)
Select archive this folder and all subfolders

Check the archive items older date for correctness

Click the “OK” button
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The Archive folders should appear at the bottom of the folder list
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All messages older that the date you entered should now be in these archive
folders.

You can add and delete archive folders just like other outlook folders.



