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Monash Messaging — Lotus Notes

How to view and manage messages in an Archive

Viewing an archive
To access archive messages, you must open the Archive database. To open the Archive database:

1. Click on the + symbol to the left of the Archive folder in the View Selection panel to expand the list.
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2. Select the Archive criteria you wish to view.

B The Archive will open in a new tab.

= Julie Spencer- Contacts # Archive Julie Spencer - Mail *

You can work with the Archive just as you would your Mail.

Restoring messages from an Archive

1. Have the Archive tab open.

2. Select the document to restore.

3. Click Edit > Copy.

4. Return to your Mail and choose the Folder or View.

5. Click Edit > Paste. The archived document will be restored.
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Tip: A copy will remain in the Archive unless you use the Cut option.

Deleting messages from an Archive

1. Have the Archive tab open.
2. Select the document to delete.

3. Click Edit > Delete or press Delete on the keyboard.
Deleting an Archive
1. Select Actions > Archive > Settings.

2. Select the Archive you wish to delete.

Archive Settings E

Basics

To archive documents according to one or more sets of criteria, zelect the criteria

Criteria and then click Enable.
“t'ou must then start archiving, either by setting a schedule for it [Schedule tab] or
Advanced by clasing the Archive Settings dialog box and choosing Actions - Archive -
Archive Mow from the menu.
Schedule Archiving will utilize all enabled criteria.
Default for Last Modified Create...
Drefault for Expired -
7 Sent er than 1 day Edi.
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Thesze archive criteria copy all documents from the folders Sent, Sent,
created in application after 1 days to vour archive application
archiveha_jspenc.nsf on Local, and then delete these documents from this
application.
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Cancel

3. Click the Delete button.

4. Click Yes to confirm the deletion.
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