







AutoArchive for Outlook 2010

Please archive your inbox, folders, and deleted items; set it up for every 30 days.
In Outlook 2010 Auto Archive is not enabled by default. 

To turn it on:
1) Click on the File tab
2) Click on Options.
[image: Description: Description: 1autoarchive]
3) After Outlook Options window opens, click Advanced, then AutoArchive Settings button. 
[image: Description: Description: 2autoarchive]
The AutoArchive window opens and you’ll notice everything is grayed out. 
4) Check the box next to Run AutoArchive every 30 days 
[image: Description: Description: 3autoarchive]
Now you can choose the settings for how you want to manage the AutoArchive feature. Select how often you want it to run, prompt before the feature runs, where to move items, and other actions you want to happen during the process. 
5) After you’ve made your selections click OK.
[image: Description: Description: 4autoarchive]

6) If you need to access your old e-mail, you can access them by clicking the File tab \ Open then Open Outlook Data File.
[image: Description: Description: 12autoarchive]
7) Browse to the archived file you want to open.
[bookmark: _GoBack][image: Description: Description: 10autoarchive]
Archiving old emails is a good way to help keep a nice clean mailbox, help speed up your Outlook experience, and save space on the email server. The other nice thing is you can configure your email archives and specific folders to meet your email needs


image6.jpeg
TrueCare

ASSISTED LIVING

Assisted Living & Memory Care At Its Best.




image7.png
R
NEWHAVEN

Assisted Living & Memory Care




image8.png




image9.png
Home  Send/Receie  Folder  View  Xobni

B sovess .
Account Information

No account available. Add an e-mail accou

4 Add Account

By save Attachments

Open
Account Settings

Help
B et Mailbox Cleanup

Manage the size of you




image10.png
General Outiook panes
Mail

‘Customize Outlook panes.

Calendar

Contacts

S

-
==

oo

Trust Center





image11.png
Autoarchive every [14 [ days
ptbefore AutoArchive runs.

Delete expired items (e-mail folders only)
Archive or delete od tems.

Defauit folder settings for archiving

Clean outitems oder than 5|
Move oldtems to:
(C:\sers\SevengeekiDocuments \Outiol

Permanently deete old items

To specify different archive settings for any folder, right-cick
on the folder and choose Propertes, then 9o to the
AutoArchive tab.

o] (o)





image12.png
Autodrehive ==

Run Autoarchive every 21 [/ days

Prompt before AutoArchive runs.
During Autorchive:

Delete expired items (e-mail folders only)
Archive or delete od tems.

Defauit folder settings for archiving

o out s e on (12 |5

Move od items to:

(C:\sers\SevengeekiDocuments \Outiol

Permanently deete old items

To specify different archive settings for any folder, right-cick
on the folder and choose Propertes, then 9o to the

ooty
oy





image13.png
Home  Send/Receive  Folder  View  Addins

Open Calendar
‘Opena calendar file in Outlook (ics, ves).

Import
Import files, settings, and RSS Feeds into Outiook.




image14.png
=)

os 2]

Organize +  Include in library +

o e

¢ Favorites

Sitems State: 3 Shared

~My Outiook Deta Fle() psttmp
T™P File

640KB

archive HTG pst

Qutiook Data File:

934 ME

My Outiook Data File1).pst
Outook Data File
2558

Outlook Data File
118 M8

Outlook Data File
538 MB





image1.png
\'/

— =
The @

Cottages

Assisted Living at its Best





image2.jpg
TrueCare

ASSISTED LIVING

Assisted Living & Memory Care At Its Best.




image3.png
R
NEWHAVEN

Assisted Living & Memory Care




image4.png




image5.png
\'/

— =
The @

Cottages

Assisted Living at its Best





