Archiving e-mails to free mail box space
With the your mailbox open, Go to the Actions menu, Archive, then Settings item
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After this, the Archive Settings dialog box for your mail box should show up, click the Settings side-tab, there should be two built-in archive rules,
“Default for Last Modified” and “Default for Expired”. Select “Default for Last Modified”, click the “Enable archiving” checkbox, then click the OK
button.
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After Setting up Archiving, go back to the Actions menu, go down to Archive, and select Archive Now, A dialog box will pop up, and ask if you are
sure you want to archive now, click "Yes" button.



After this, if any emails were archived due to the “Default for Last Modified” rule, would now be moved to your computer. To access this
archive, click Tools on the left sidebar of your mailbox, Archive, then “Default for Last Modified”
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Now the Mail archive for your mail box opens up in a new tab,
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Archiving more e-mails to free more mailbox space

If this first procedure does not clear up as much space as you need, one of two things can be done, one is to edit the archive rule to make lotus
notes move more of your email out of your mailbox, and the other way is to manually select emails you wish to have archived.

To change the archive rules, go back to the “Archive Settings” box via the Actions menu, Archive, then Settings item, then click the Setting side-
tab
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Once there, select the “Default for Last Modified” Rule, and click the “Edit...” button.
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Once the” Archive Criteria Setting “dialog box opens up, click the “Select Documents” button.
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Here you can change the criteria to archive emails. For example, the rule could be changed to be older than 6 months.
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Once you are done changing the rule, click the "Ok" button on the dialog boxes to apply the change and return to the mailbox.

You can now run this updated archive rule, go to the Actions menu, Archive, Archive Now, then click the Yes button to archive using the updated

rule.
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Manually selecting documents to be archived

Another option is to manually select documents to be sent to the archive, to select document, click on the column left of the Who column to add
a checkmark on the documents you wish to archive.
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Once you are done selecting the documents you wish to have archived, go to the Action menu, Archive, and pick “Archive Selected Documents”.

Now the “Move to Archive Destination” dialog window pops up, make sure “Default for Last Modified” is selected, and click the OK button.

(i Lourdes Arias - Inbox - Lotus Notes ==

File Edit Wiew Create Actions Help
ICRES-IS88] | ABB|CTFCoTHE #h ]
JAddress v”J(}:Iv v@@@'vl

Welcome ]@ LHS Tech - Inbox Xl '@ Workspace xl :L:] Lourdes Ariaz - Inbox x]

(23| (6 Mail = p—
@ ) Mesis M Mowe to Archive Destination B i [Capv Into Mewy v] [TDDIS vl “_#j Cre: €
ia for Lourdes Arias
ject
Select an Archive Destination:
@ Inbox (39) v I:"u-r T Meil speach El
Jefault for Lazt b
G| 2 oo . '
* v re: math assessment
Sent
% Trash * v rdez Arias (Rolling ECC), Request for Pers
i 2008 Tracking Status.
@ Wiews * v T templates
@ Folders * v ironmental print bingo D
=] Taols * v rdez b, Ariaz, Request for Professional D
@ Archive cking Status.
Ej Default far | * ¥ I's report
Y Rules * v e the date: Movermnber 14, 2009, Best Frac
1
EI Stationeny ication Conference
@ LA Sarah Scarvaglien 09729720049 71,795 & October Professional Development Calendar
@ * v James O'Keefe 100172004 Fa k] Lourdes M. Arias (Rolling ECC), Request for F
107872008 Tracking Status.
ﬁ v Salvatore Petralia 1040172004 738 Lourdes M. Arias (Rolling ECC), Request for F
10/872008 Tracking Status.
ﬁ LA Lizbeth 10/ 320049 1.071 Social Skillz Group
Perez-hartinez
(]
on MainiCentral Office/LPS Preview
C] [Eonnected ta server Main/Central Office/LPS A] ['-—-13 A] [Elffic:e 4] [I:I A]
E’E‘Startl I@ Lourdes Arias - Inhox... @ ? |€

Now the documents have been moved out of your mailbox, and into the archive.



