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How to archive messages that have been migrated MA29

Messages that have been migrated from another email program (such as Mozilla Thunderbird) cannot be
archived using all the available functions as outlined in the How to run an Archive (MA27).

Why?

When the mail messages are migrated, the document properties for the mail message are updated with
the date the mail was migrated. Therefore it cannot be assumed that timeframe criteria will work.

To archive migrated messages you still need to create an archive criteria as outlined in the quick reference
card Archive setup settings (MA26). The following is an example of an archive criterion that will work on
migrated data.

Setting up the archive

1. Have your mail tab open.
2. Click Actions > Archive > Settings.

3. The Archive Settings window will display with a series of tabs on the left hand side.

Configuring the Archive
1. Click the Basics tab.

2. To archive locally, set Notes Client based to Local.
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3. Click the Criteria tab to setup archiving criteria.

4. Click Create to create the archiving criteria. Set the criteria as shown.

Create Archive Criteria [ |

Descriptive name of theze archive criteria

| Selected documents

Enable this criteria

Click the button to specify selection criteria for e
documents you want to reduce.

Copy documents inko my archive application specified here,
then clean up thiz application.

| archiveha_selected-docurments. nsf R | e

(1 Just clean up this application without archiving.,

() Remove archived documents from this application

{1 Reduce the size of documents in this application

oK Cancel
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5. Click on the Selection Criteria button and choose selected by user for All documents.

Archive Selection Criteria B
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6. Click OK to close the Archive Selection Criteria.

7. Click OK to close the Create Archive Criteria window.

8. Click NO when prompted to create a schedule.

To uze the enabled criteria, vou rmust archive either by closing the Archive
Sethings dialog box and choozing Archive - Archive Mow from the menu, or by
uzing the Schedule tab to get an archiving schedule. Do pou want to create an
archiving schedule now?

[ Do not show this message again

Tes Mo |

9. Click OK to close the Archive Settings window.

Archive Settings

Archiving will utilize all enabled criteria.

Default for Last Modified
Drefault for E=pired
v Selected documents

Create...
Edi..

Enable

[X]
Basics
Criteri To archive documents according to one or more sete of criteria, select the criteria
fitena and then click Enable.

“You must then start archiving, either by setting a scheduls for it [Schedule tab) ar
Advanced by closing the Archive Settings dialog box and choosing Actions - Archive -

Archive Mow from the menu.
Schedule
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To Archive migrated mail messages

Archive Selected documents criterion

1. Select the documents to archive.
2. Select Actions > Archive > Archive Selected Documents.

3 .Select the Archive Destination.

Move to Archive Destination x|

Select an Archive Destination:
Selected documents

4. Click OK.

Archive by Drag and Drop

1. Select the documents to archive.

2. Drag and Drop the documents into the Archive folder.

Folders

Archive

Zelected document

Sender

—_

Tip: All documents archived will appear as unread in the Archive folder.
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