Reducing Mailbox Size



[bookmark: _Toc283137283]AUTOARCHIVE
A featured incorporated within Microsoft Outlook 2007 called AutoArchive can assist in the reduction of mailbox size.  When this feature is enabled within the Outlook client there are a few options that can be configured in an attempt to reduce mailbox size. All items older than a specific number of days, weeks, or months can be scheduled to be moved into a personal folder.

The advantage to this option is that the setting performs the bulk of the archival process without requiring the end user to manually archive their e-mail.

The disadvantage is that the personal folder (.PST) that is created is stored in a predefined location and the user may be difficult for the end user to locate. There is a risk that the user does not remember where the file is actually created and needs to be reminded to notate this location. Another disadvantage is that archiving by itself may not reduce the size of the mailbox prior to migration. In that case, the recommendation is to create a migration.pst the day before migration. The user will them move everything from the Mailbox to the migration.pst to reduce mailbox sizes to 50 MB.

[bookmark: _Toc283137284]AUTOARCHIVE - CONFIGURATION
· Open Microsoft Outlook 2007 Client
· Navigate to the Tools menu and click on Options
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[bookmark: _Toc283137264]Figure 1 – Outlook Client Options


· Click on the “Other” tab and then “AutoArchive”
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[bookmark: _Toc283137265]Figure 2 – AutoArchive Location
· Check the “Run AutoArchive every” checkbox
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[bookmark: _Toc283137266]Figure 3 – AutoArchive Implementation
· Modify settings as appropriate; it may be necessary to reduce the number of months to retain data from six down to a number that effectively reduces mailbox size. Under the “Move old items to:” section, click on Browse, click on Documents, then Email folder (create one if necessary) 
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[bookmark: _Toc283137267]Figure 4 – AutoArchive Configuration
· Make sure you “Apply these settings to all folders now”
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[bookmark: _Toc283137268]Figure 5 – Application of AutoArchive settings immediately
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