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Exchange 2010 has a new tool to help manage often unruly inboxes, the ‘Archive Mailbox'.

This gives staff essentially two mailboxes — a primary mailbox and an archive mailbox. The archive is as readily
available and easily browsed as the primary mailbox. Existing PSTs can be imported into the personal archive that
will seamlessly move with your mailbox, and not be left behind on an old computer!

If you have existing PST files or are continually contacting the ITS department for an increase in your mailbox size,
then this page is for you. Please contact ITS to have an ‘Archive Mailbox’ made available to you.

Another inherent advantage with an Archive Mailbox is that emails that are older than 2 years automatically move to

the archive. They are of course still available via search and through Outlook Web access also.

The following table shows the default retention settings applied to your Archive Mailbox.

Name (tag) Type Action Age limit for Retention
Retention (days) Enabled

1 Month Delete Personal Tag Delete and Allow Recovery 30 True

1 Week Delete Personal Tag Delete and Allow Recovery 7 True

1 Year Delete Personal Tag Delete and Allow Recovery 365 True

5 Year Delete Personal Tag Delete and Allow Recovery 1825 True

6 Month Delete Personal Tag Delete and Allow Recovery 180 True
Default 2 Year move to archive All other folders in the mailbox Move to Archive 730 True
Never Delete Personal Tag Delete and Allow Recovery False
Personal 1 year move to archive Personal Tag Move to Archive 365 True
Personal 5 year move to archive Personal Tag Move to Archive 1825 True
Personal never move to archive Personal Tag Move to Archive False
Recoverable Iltems 14 days move to Recoverable Items Folder Move to Archive 14 True
archive

A ‘Personal Tag’ type allows you to explicitly adjust retention rates on individual folders.

instruction on this can be obtained from the online Outlook 2010 help guides.
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Importing your .pst files into Outlook 2010

First of all you will need to check if you are currently using one (or several!) and then where your ‘Personal Folders’
are located.

To Check:

Another folder with a solid arrow next to it indicates either a ‘shared mailbox’
or a personal folder (.pst file).

4 rab201l4@bbk.acuk
[5] Inbox (37)

L7 Drafts
[} sent tems
@ Deleted Items

L) R55 Feeds

earch Folders

4 Personal Folder

By default personal folders are called Personal Folder (but of course you may
{2/ Deleted tems [2) have renamed them!)

[> [ Archive [S64)

I:p Search Folders
[ sentItems

Note the location of your .pst files:

Right-Click your personal folder(s), select ‘Data File Properties...”

Personal Folder Propeties Select the ‘Advanced...” button
Personal Folder
Type: Folder containing Mail and Post Tkems
Location: Microsoft Outlook Cutionk Data File
Descripkion: ml
Mame: Personal Folder
Filenarne: acaliMicrosoftOutlookiMyOutlookPersonalFolder . psy
(@) Show number of unread items Format: Qutlook Data File
() Show total number of items tChheag?i‘sotD:Led :sfv:rd used to access
‘when posting to this Folder, use: | IPM.Post / |z| Ef:uces the s of your Outhok data
|| Display reminders and tasks From this Folder in %TD-DD Bar
Cornrnent
[ Upgrade to Color Categories. .. ]

\

Make note of the Filename (and path)

After you have noted the location of your .pst file(s), you will need to close the personal folders file:
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Right-Click your personal folder(s)

n_?'é', Ciper i Mew Wind o

Dpen File Location

LClose "Personal Folder”

Mewr Falder.., \

Show in Favarites

Falder Permissions

ip % W L

Data File Properties...

Select ‘Close “Personal Folder”’

Close Outlook at this stage to allow the file to become available.

If your .pst file(s) was on a network drive such as U, N, S etc. then copy them to your local C drive if they weren’t
already there. NB. Do not import them from a network drive!

With Outlook now open, select File | Open

IQ—“ _‘I ¥ |5 Inbox - rab2014@bbkacuk - Microsoft Outlook

o 3 o=
m Home  Send/Receive  Folder  Wiew

- @
Save As
= — Open Calendar
B save Attachments Open a calendarfile in Outlook (ics, ves).

Info

i Open 1 Open Outlogk Data File
] Open an Outlook data file {pst).

Print

] Options

B9 Bt

ther User's Folder
Open a foldder shared by another

L
— )
\_\j
Help Trrport
i Import files, settings, and RSS Feeds inta Outlook.
—

Select ‘Import’

Import and Export \Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Expoart ko a file

Impark 3 WCARD File {Lwef)

Import an iCalendar {.ics) or vCalendar file {ves
Impark From another program or File

Impart Internet Mal Account Settings

Import Internet Mall and Addresses \
Import R55 Feeds from an OPML file N
Impark RS5 Feeds from the Cammaon Feed Lisk

Drescription

Impoart data from other pragrams or files, including
ACT!, Lokus Organizer, Outlook data Files { PST),
database files, text files, and others,

< Back. ” et = I[ Cancel ]

Choose ‘Import from another program or file’

Select Next

Birkbeck, University of London IT Services — April 2016 V1.0



Irmport a File

Select file bype to import From:

ACT! 3.3, 4.3, 2000 Contact Manager For Windows .
Comma Separated values (DOS) H

Comma Separated Yalues (Windows)

Lokus Organizer 4.x

Lotus Organizer 5.x

Microsaoft Access 97-2003

Microsoft Excel 97-2003
ta Fil ]

< Back ]I Mext = I[ Cancel ]

Select ‘Outlook Data File (.pst)’

Select Next

Import Qutlook Data File

File to import | Browse to .pst file you noted earlier
; lookPersonalFolder 4@ Bromee.., | | : T
|CHMYPSTe{pyOutcckersonaFolder 2 (copied to the local C drive if necessary)

Options

() Replace duplicates with itzms imported
() Allow duplicates to be created

@ Da nat import duplicakes N . .
—— Select ‘Do not import duplicates’

< Back ” Next = I[ Cancel

Select Next

Import Outlook Data File

Select the folder ko import From:

a .@ Personal Folder ‘ ’
O Debeted frems @ Check ‘Include subfolders
» [ Archive (564) /

[ SentIerns

)

‘ . .
[@lInclude subfoiders <= / Select ‘iImport items into the same folder
() Import ikems into the current Folder /
@ Import items into the same folder in:
Archive - rabz014@bbk, ac.uk -
archive - rab2014@bbk, ac,uk

7 Public Folders - rab2014@bik, ac.uk
rab2014@bbk, ac.uk T
T e | L B0

/

NB. Make sure that your Archive is selected and not your main account!!!

Select Finish.
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A progress bar will display showing messages being imported. Depending on the size of the file, this could take a long
time.

CEGIE Inbox - rab2014Bbbk.ac.uk - Microsoft Qutlook - @
Home | Send/Recfige  Folder  Wiews a @
/E i [ = x ( ‘_E_ .g_ py |25 Moveror? (X3 Move s [yUnread/Read  Find a Contact -
il L= (= To Manager - Rules Categorize ~ | [ Address Book
Mews  Mew Delete | Reply ‘geply Forward B, - .
Emeil Tems~ | & 1 273 Team E-mail = Blonenste | ¥ Followlp = | 7 Filter E-mail =
Mew Delete spand Quick steps G Move Tags Fing
AN
< N
P
PR ST aaely [searnbocictp ]
Inbox (37
- Inbon [37) Arrange\y‘DalE Mewestontop &
(2 Dratts \
(3 sent tems Wicrosaft Ouk{ook =
5] Deleted Items
Tue 12/04

(g Junk E-mail [3]

(3 outbox ) & LJ
[ RSS Feeds

[ search Folders N 221032016
I Archive - rab2014@bbk.acuk MparEng Arehive
‘

[t |
I+ Personal Folder | 21403{2016

2 Minutes Remairing

1 Russell Bailey 022016

tion Contributors for site: ...

4 oider
o with auto-signing
Calendar =] Russell Bailey 23022016
prior to digitally signing
Contacts 11 Russell Bailey 1671242015
|o7] Tasks e
Russell Bailey 11/09/2015
ol Ca [@ - message foryou &
Itemsi 64 Unread: 37 | Al folaBrg are up t0 date, () Connected to Microsoft Exchange | I B1 1% —

Note also that your ‘Personal Folder’ will appear in Outlook again. This is expected and will automatically be
removed once the import completes.
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