
Mailbox Archiving and Maintenance

Your Exchange mailbox consists of your Inbox, Sent folder, Deleted folder and other folders for specific purposes.  For ease of administration and virus protection, it is ideal if you can keep the size of your mailbox at a minimum.  Items which you need to store permanently or for long periods should be stored on your H (home) drive.  The following outlines some procedures for maintaining your mail environment.

First, note that every time you send an e-mail a copy is kept in your Sent folder.  Every time you delete an e-mail it is put into your Deleted folder.  Many people have a problem with their mailbox exceeding size limits even though they have a small Inbox.  That’s because the Sent and Deleted folders are full.

Normally, when you delete items from your Deleted folder, they are permanently deleted, but when you delete an item from your Sent folder it just goes to your Deleted folder!

If you want to delete an e-mail without saving a copy you simply highlight the email in your Inbox (or any folder) you wish to permanently delete, hold the shift key down and hit the delete key .  A popup will ask if you mean to permanently delete it, and you click yes.  You can highlight several contiguous items and do the same thing to delete all at once.  

Even with careful maintenance. Your mailbox folders can get large if you have information you need to save.  In this case you can create an Archive folder which resides on your H drive  and can have items moved from your mailbox to the archive folder thus keeping your mailbox size at a minimum.  The process to create an archive folder is not difficult, but involves several steps:

1) On your H drive create a folder called something like Archivemail.

2) From the Tools dropdown on your toolbar select OPTIONS.

3) From the Options display select the OTHER tab

4) On the OTHER page click the AUTOARCHIVE button.

5) In the window under the Default archive file: label type

H:\Archivemail\archive.pst

6) The default setting is to autoarchive every 14 days.  You may want to set this to a longer period as appropriate.

7) Click OK, then OK on the the OTHER page to close the window.

8) At this point you would assume you’re done.  Unfortunately, all you’ve done is set up the mechanism.  You still need to activate it for the folders in your mailbox that you want to archive.

9) If you’ve created folders in your inbox, and for your inbox you must decide which folders you want in your autoarchive implementation.

10) On each folder you desire, right click the folder and select the Properties item.

11) On the popup window, select the Autoarchive tab. Click the checkbox titled: Clean out items… ; then click either the Move old items, or Permanently delete old items option button.  If you choose to move them make sure the box under the button has:  H:\archivemail]\archive.pst (what you created above) in it.  Then click Apply and exit the Properties item.  You can also select the frequency for the autoarchive on this folder.

12) After completing this for all the folders you want you’re set.

13) Periodically you’ll get a message asking if you want the to autoarchive items and you can say yes.

14)  Or, you can manually initiate an archive when you want by clicking the File item on the toolbar and then selecting the Archive item on the dropdown.

15) Having completed this, you will find an Archive Folders displayed at the top of your folder list.  You can open this, read items, delete items etc. as if it were a mailbox set of folders except the items will be stored on you H drive.

THAT’S IT !!
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