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Enter the name of the new folder in the text box (in this example it the new folder name is Grants).
Make sure that the archival e-mail account Inbox folder or a folder within the Inbox is selected as the
location for the new folder. Press OK.

The folder you created will be highlighted as the destination for the copied messages. Select OK. The
messages will be copied and you will be returned to the Advanced Find window. Close this window. To
view the copied messages, select the folder you created during this process.

= . = LAaTe: Last MOonTn
= t;—ff Mailbox - Doe, Jane B

= @ Deleted Items s .. FW: Proccessor Redux
L7 Drafts .. RE: Proccessor Redux
L Inbox i.. RE:Proccessor Redux
L g Junk E-Mail ... Proccessor Redux

U3 Outbox
L) RSS Feeds
[ sent ltems
# L@ search Folders
= 4 jane.doe@mail.testdomain.com

= [ Inbox / Folderyou created Copied massages

+ 7 Test Falder 1 (ronied messanes)

A

Alternatively, you can access this search tool without first selecting a specific message. From the
Outlook toolbar, click on Tools = Instant Search &> Advanced Find.
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The Advanced Find window will open, like that in Figure 5, except without any messages listed.

From this window, you can search based on subject, keyword, sender, or recipient; you can also identify
specific folders to search.

When you are finished, close this window to return to your Inbox.
Setting Rules for Future E-mail Messages

Note that Rules can only be used by those on a Microsoft Exchange server. Check with your IT
department if you have questions.

There may be a situation where you know that e-mail messages from a particular sender automatically
identify those messages as permanently archival. In this case, it could be helpful to set a rule that tells
Outlook to copy any message received from that e-mail address to a pre-determined folder. This is an
easy to way to automatically sort messages as they arrive in your Inbox instead of waiting until a project
is completed or until a designated time to manually sort through messages.

Care needs to be taken in setting up this tool to ensure they are in agreement with your agency’s
retention and disposition schedule.

From the Outlook toolbar, select Tools = Rules and Alerts.

Send/Receive ]
Instant Search 3
| Address Book.. Ctrl=Shift+E
+f Organize
|51 Rules and Alerts...

QOut of Office Assistant..[}s

Mailbox Cleanup...

"_E,‘? Empty "Deleted [tems” Folder

A Rules and Alert pop-up window will appear. Under the E-mail Rules tab, where it says “Apply changes
to this folder”, select your primary e-mail account from the drop-down menu, and then select New Rule
(Figure 7).
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| . 3 . o ||
| Rules andiAlerts JQ

E-mail Rules | Manage Alerts

_ &pply changes to this folder: | Inkox [Jlane.Doe@ncdcr.gov]
L%.Mew Rule... W‘ 3 Copy.., 24 Deleke 1 \;Jr.n-.s!e.:. Mo, . Cpkions

Rule {applied in the arder shown
Select the "Mew Rule" buktd

TRckions

Select primany e-mail
account, then Mew Rule

Fule description (click an underlined walue to edit):

[]Enable rules on all R5S Feeds

[ Ok ] I Cancel

Figure 7. Rules and alerts

A new window, Rules Wizard, will appear (Figure 8). In this example we will create a rule to copy to the
DCR folder on the EMCAP server all incoming messages that have DCR in the subject line.

At the bottom of the list of template options, under Start from a blank rule, highlight “Check messages
when they arrive” and then click Next.
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mext> | || Finish

Figure 8. Blank rule

Note that the other option is “Check messages after sending.” You can create similar rules to check

incoming and outgoing messages. To set up rules for sent mail, continue with the following steps; just

highlight “Check messages after sending” instead of “Check messages when they arrive.”

The next window (Figure 9) displays the conditions for the rule you want to create. Check with specific

words in the subject.
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wWhich condition{s) do wou want ko checks
Step 1: Select conditionis)

i e &
with specific words in the subject
o0 e T o= =T = Tnl e
[] sent anly ko me
[] where my name is in the To box
[] marked as imporkance
[ marked as sensitivity
[] Flagged Faor ackion
[] where my name is in the Co box
[] wihere my name is in the Toor Co bo [
[] where my name is not in the To box =
[] sent ta people ar distribution lisk
[] with specific words in the body
[] with specific words in the subject or bady
[ with specific waords in the message header

|

[ ] with specific words in the recipient's address

[ with specific words in the sender's address
e

[ | assigned to cabegory category

Step 21 Edit the rule description (click an underlined walue)

apply this rule after the message arrives
wit_ pecific wordsjin the subject

Cancel ][ < Back ][ Mext = ][ Finish

Figure 9. Specific words

Notice that the phrase specific words is underlined in Step 2. Click on the underlined text to open a new
Search Text window (Figure 10). This is where you will enter the keywords in the subject line of an
incoming e-mail that will flag the message to be copied to the archival e-mail account.
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1 Lommmalom ol oo o b 1T 2
SECTICHNEX: JCS1
Specify words or phrases to search for in the subject;

Search lisk:

"OCR
“"“'--.. Search term appears here

after selecting "Add

Cancel

In our example we will enter DCR. Click Add. This will add DCR to the Search list in the bottom window.
One at a time, continue to add any other keywords that must be in the subject line to flag the message.

Press OK. This will close the Search Text window and return you to the Rules Wizard screen. Click Next.

Now that you have selected the conditions you want to check for each e-mail that enters the system,
you must tell Outlook what to do with those messages. In our example we will copy the flagged
messages to the DCR folder in the archival e-mail account.

Select move a copy to the specified folder. Just like in the previous step, click on the underlined text in
Step 2 of the wizard (Figure 10).
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hat do wou want o do with the messager
Step 1 Select actionis)

[ move it bo the specified Faolder

[] assign it ko the cakeqory cabegory
[] delete it

;_mar\nnl'h}.l dalaka ik
v move a copy to the specified Folder

[ Forward it to people or distribution list as an attachment
[] redirect it to people or diskribution list

[ have server reply using a specific message

[] reply using a specific kernplake

[] Flag message For Fallow up at this ke

[] clear the Message Flag

[] clear message's categaories

[] mark it as imporkance

[] print it

[ play a sound

[] start applicakion
[] mark it as read

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
with DCR. in the subject
move a copy ko thgeu:il:ied older

Figure 10. Specified folder

This will open a new window where you will select the folder to which the flagged messages will be
copied.

Refer to Page 9 for steps to create a new folder. Otherwise, select the existing folder — in our example,
the DCR folder in the archival e-mail account — and press OK (Figure 11). Click Next.
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Choose a folder;

= L2 Inbax
CJ DoR '
A Journal
L@ Junk E-Mai
| Nates Mew. ..
L3 outbox E :‘

LE] R55 Feeds
L= Sent Ttems
] Tasks

= £ jane. dos@mail testdomain. com

=l L‘_-II Inbo "/
£3 DCR

= [ Test Faolder 1 {copied messages[+

Figure 11. Destination folder

The final step in creating a rule is to identify exceptions. For example, messages from certain e-mail
addresses like list-serves may not be relevant. Follow the steps as outlined for the previous screens:
check the appropriate box and click on the underlined text to define the rule. Once you are finished,
press the Next button at the bottom of the window.

The final window will appear (Figure 12).
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Finish rule setup,

Step 1; Specify a name For this rule

DR

Step 21 Setup rule options

Make sure thase
Turn on this rule - two boxes are

checked

Fun this rule now on messages already in “Inbox" '\

[ ] create this rule on all accounts

Step 3 Review rule description {click an undetlined value to edit)

Apply this rule after the message arrives
with DCE. in the subject

and on this machine only
maove a copy ko khe DCR folder

Cancel I[ < Back

Figure 12. Complete rules wizard

In the text box at the top of the window, enter a name for the rule. Our example is named DCR.

Next, check the first two boxes to run the rule on messages already in your “Inbox” and to turn on this
rule to run from this point forward.

Finally, review the rule description at the bottom of the window. If you need to make changes, select
the underlined text or press the Back button at the bottom of the window to the appropriate page.
Otherwise, press Finish to exit the Rule setup wizard.

Note that you can delete this rule at any time. On the main Rules and Alerts window (see Figure 7),
highlight the rule and select the Delete button.
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Conclusion

Any of the methods explained in this manual can be used to manage your e-mail account according to
your records retention and disposition schedule. Choose those that work the best for you, based on the
types of records you receive and how you currently manage your e-mail messages.

Once you begin copying or moving e-mail messages into the archival e-mail account, you can track your
progress by accessing the Emcap Account Status site at https://emcap.ncdcr.gov, which provides

information about how many of the e-mail messages you have copied or moved to your EMCAP e-mail
account have been “archived”. The term archived means that these messages have been captured from
your account, have been processed by an archives staff member, and are being stored in another
location on the archival server.

It is important to remember that once you’ve copied archival e-mail messages into your archival e-mail
account and they have been “archived”, you cannot delete these messages from your archival e-mail
account. If you attempt to delete the e-mail message it does not disappear, but instead has a
strikethrough line drawn through it. So, while it may appear that the file is deleted, in fact it is not.
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