How to archive messages older than 6 months

It is very common to archive your older Outlook messages to help keep you mailbox storage from
growing too large. The following decribes how to configure a rule in Auto-Mate to archive all
messages older than 6 months in all your folders.

You should create a new PST file to hold your archived messages. This can be easily
accomplished in Outlook by following these steps.
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Mew Qutlook Data File

X

Tywpes of skorage:

i0fFice Outlook Personal Folders File ¢, psk)
isutloolk 97-2002 Personal Folders File {.psk)

Description

Provides more storage capacity For ikems and Folders,
Supports multilingual Unicode data, Mok compatible with
Cutlook 97, 98, 2000, and 200z,

2K, | | iZancel

Give your PST file a name:

Create or Open Outlook Data File

Save in: |E| Cutloak v| Q- X CEE-
@ Deskkop

&y
Docurnents

¥
Computer

.—a My Mebwork,
Places

File name: |M3-'.°.rchivedMaiI.pst| w |

Save &5 bype: |Persu:|nal Folders Files (*.pst) w |

o8 l [ Cancel

Give a descriptive name that will appear in the Outlook folder tree:
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Create Microsoft Personal Folders E'

File: C\Documents and Settings\supportiLocal Setki

Mame: | brchived Mail

Farmat: | Personal Faolders File

Fassword

Passward:

Yerify Password;

[ ]=ave this password in vour password lisk

| (a4 | | iZancel

It should then appear in your Outlook Folder Tree:
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Configure an Auto-Mate Rule to archive messages older than 6 months to this new PST file

Start by creating a new rule and configuring the options as described below:
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Auto-Mate Rule Properties

Group Mame: | My Bules b

Rule N arme: |.-'-‘-.r|:hive older than & months |

Rule Basics | Froperties || dccountz & Types || Actionz || E sceptions || Scheduling|

Select how or when pour rule should be applied

Rule Type

E:E Tupe: | Scan meszages after a period of time in a folder b
Older Than: | & mo b | Custom days: D

Between Dates: | 8/ 2/2010 | and [ &/ 22010 |

Source Folder: |HMaiII:n:u:-: - Pergenes Suppart \ | [ ]
Recurse sub-folders *

Only process newer messages since last mile execution

Froperty M atching:

{(*) all Properties must match before actions are performed [&ND)

() any Properties can match before actions are performed [OF)

Addrezsing

oo

e | &) &2
] (&)
il (&)

Enable this rule

[ lpdate Rule ] [ Cancel l [ Apply

If you want to archive all folders, select the top of your folder tree, and check the option to
recurse sub-folders.

You do not need to change anuything on the Message Properties tab or Accounts & Types tabs.
On the Actions tab, select the top of the folder tree for the new PST file you created above:
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Move Ta |\Archived Mail

@

Delete
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[] Play zound |
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Now click the icon to configure the Auto-Create options:

Folder Options

Folder Create Options

Contral whether folders are automatically created bazed on
mezzage properties

Automatically create a new falder below this level

M arning Format

Select any combination of theze fields that are extracted from
the meszage acted upon:

Endw Sag;*-"“‘ “‘W’wﬁﬁt’w‘ “‘J"‘ "k s

Source Folder Hame W

Separate figlds with:
(*) nore ) space () dazh () underscore

Fresview:

Archived Mail

Tylalats

Ok, | | Cancel

%]

To keep the same folder structure as in your main Outlook tree, choose to auto-create folders

using the Source Folder name.

Since the rule may need to process 1000's of messages, you should only run this rule once a day.

You can configure this on the Scheduling tab as follows:
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Auto-Mate Rule Properties

Group Mame: | My Bules b

Rule Mame: | Archive older than & months |

% y
. Contral how and when the rule is executed

Run kMode

() Automatic - managed by Auto-h ate

() Only run this rule during the following times:

all MHone h-F
kon Tue Wwied Thu Fri Sat Sun
Fronm: | | To: |

{*) On this day and time:

’meveryDay v | (08 | |00 »|: [PM w

{3 Manually Only - from Quick Fun list

[]iList this rule in the Fun list on the Toolbar and Ribbon menu

lpdate Rule ] [ Cancel l [ Apply
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