Microsoft Office Outlook ja e gwi ,f abanl 0 gani

51 Ol A Gacils 9 aiups oslaiwl Sl ccwl d9a=0 0 iils Mail Server (Sg 1 lowis MailBox (Slad asSiyl a4y a>gi b
_\.ulm 03> ;sx.lzo )90 |) >9> J.uwl wleMbl _Lu|9.: S\O« ol iwls 29 ) J.a.w| D d>g=>90 wleMbl

Al oo Jud 2o @ 35 (So saiy] LB S skl J>ls0
.pug o Microsoft Office Outlook 1581 0,5 >)lg

P9 o TOOIS (Sgio >,lg

oS s wlxawl |, Account Settings... a3

. -
gdt View Go [Tools JJactions Help
_).'INQW v &3 % \ Send/Receive
] Instant Search

Mail
f Address Book...  Ctrl+Shift+B

Favorite Folders
| ) inbox (160) g Organize
i Unread Mait %) Rujes and Alerts...
L= Sent Items
Mail Folders
2] Al Mail tems
3 26t Mailbox - Test
(5 Deleted Items (4] &3/ Recover Deleted ltems...
L 2] Drafts
() Inbox (160)
L@ Junk E-Mail Macre
L4 Outbox
() RSS Subscript
LA Sent Items | Trugt Céhter...

[ Mail
.-

Ouyt of Office Assistant...
Mailbox Cleanup...
Empty "Deleted Items” Folder

forms

Accoupt Settings...

Customize..,

Options...

oS s wlzxil |, Date Files &5 w 58 oul 5 5940 s 3L Account Settings sl o,glxo 518

S (o SulS Add... sy

Data Files
Outiook Data Files

RSS Feeds | SharePont sts | ntemet Calendars | Publshed Calendars | Address Books |

@ SetasDefadt X Remove [ Open Folder...

Filename Comment

outlook.ost in C:\Users\test\AppData\Local Microsoft \Outiook Default
SharePoint Lists.pst in C:\Users\test\AppData\LocalMicrosoft\0...



http://www.mums.ac.ir/shares/hit/network/learning/MailArchive.rar

oS oSS OK anSs Sy, wldls Ulod 5 ciowl oo wlxil (6,8 i Wiy Jgl @3S oouw 5L 58 s

- |
Account Settings s

Data Files
Cutlook Data Files

E-mail | Data Files |Rss Fg—— S =
Mew Cutlook Data File

S Add... [ Settings.
4 ﬁ g Types of storage:

Mame |office Outlook Personal Folders File {.pst)
Outlook 97-2002 Personal Folders File (pst)

Mailbox - Test
SharePoint Lists

Description

Provides more storage capacity for items and folders.
Supports multiingual Unicode data. Mot compatible with
Cutlook 97, 93, 2000, and 2002,

" * ﬂ Cancel
Select a data file in the list, Me Mare

folder that containg the datime =

g csw 3U Create or Open Outlook Data File sl 0,90 )5lS

ol U 0D 59309 a0 ) A H9ax0 9 b JSiine 1 Lowts j9sg V> 4 Ly ST aS aily C gilys suwo ol vl gy

(3a2loy8 (5515393 258 Gy seawo 5> B oS3l 05035 5l 594 (w0 Slpiiiy ¥ S ) LewiS s SulS OK aeSs

%

v Create or Open Outiook Data File

@:-J"_Iu » Computer » New Volume (E) » -j‘,U Search

Organcze v New folder

N < "
o' Music - Name Date modified
e Pictures

S . (00002€)

b Drivers
b '-’)‘ Pictures

& Comput
st i L VMWare Info

a Local Disk (C2)
& New Volume (D:)

* Test (\\ite-filesrv =

"ﬂ Network

« e

File name:

Save as type: [Personat Foldet; ;rles

. Hede Folders




.o wwo ;b Create Microsoft Personal Folders (sl o,9l=o ;5(S

2394 (S0 0uS (pud90d Syle Suwd 3,® (Sg; 0,05 Cap> Jud al>j0 55 aS (sl File cuowd s

ails a>gi .ol sw Personal Folders caoowd ¢l )5 0,9 i @3S . owsS 3)lg 1) sl L Name conud s

il ,3)59:8 s ol Sobil 0,2y > Coow Caowd 5 3wl 5l 32 398 o 3yl Couwd Gul 5> aS (sl ail
.(pal 05,5 »5,lg Archive

505 «Sobil @) 3959 ,U 58 b aS 20,6% i 5> O (Sly s94c 50, S 2ilgi o ol ppo ULyl Data File ol ol 31
los 3)lg 1) o 5590 s94c 50, Password ownd > 2l s S0l Sl i s Jlgw Hguc

3lg 4 5L gainyl @ 3959 (S Ladls aS 39 o cacl )18 al Lpwilos 0,055 1 946 305 puile Lo @S Gl Lzl b
Al Hae 0, US)S

il auils csowsiws Ol wleMbl @ lgiuo

piS s SuS Ok (Sg 5

Create Microsoft Personal Folders ﬁ

File: IE:\ArdﬁiveDaE.pst I 1
Mame: I.ﬁ.n:hive I 2

Format:  Personal Folders File

Password

Password: 3

Verify Password:

.l Eﬂiaue this password in your password list

4K [ Cancel

L
r

]

gl o 2yl 0,y ol 5l close anSs (Seu SAS U oxgui wswo adlol ] 5> 00358 5)lg aS sl U,k 5,90 Data File

E-mail | Uata Fies | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books |

LgAdd.. [ settings.. @@ SetasDefault X Remove [25) Open Folder...

Mame Filename Comment

Mailbox - Test outlook.ost in C:\Users\test\AppDataiLocal\Microsoft\Outlook Default

SharePoint Lists SharePoint Lists.pst in C:YJsers'test\AppDataLocal Microsoft\o...

Archive ArchiveDfa.pstin E: |
bk ]




oais o WBlol Solil 0,2y ux Coow > pyl 03,5 55l aS ol b, 5590 ,aJgd

! File Edit View Go

aiNew - | 5 X

Tools  Actions Help

& Reply (=8 Reply to All g Forward

Mail

(3 Inbox

Favorite Folders

[[Z] Inbox [160]
O Unread Mail
[ sent tems

Search Inbox D%
| |

Arranged By: Date

Mail Folders

L] Al Mail ltems
L Junk E-Mail

[[5 outbox

L) RsS Subscription
[ sent Ttems
S <

+| N F-olde

#] Today

2 Yesterday

[# Last Week

[#] Two Weeks Ago

[#] Earlier this Month

[#] Last Month

[# older

a8lol 50 Coawd ol 53 puyls MailBOX o 53 aS |y suld pU Jsleo puilginn puds plxil | gyl wldoc pwilgy aSiyl Sl

S o SIS cowl,y Archive (sgy )8 il ol (Sl

oS o wlzal |, New Folder... aiy3S




EEiIe Edit View Go Tools Actions Help
igANew - | g (B3 X | SuBeply 8 Replyto All i Forward

Mail Qpen
BrieE Open in Mew Window

5 Inbe Bename "Archive"...

—
O U
(= se MNew F?\Ider... I

Mail Folde

to show in this
Add Loutavorite Folders -

Process All Marked Headers

Process Marked Headers
Open Other Folder
{:& Close "Archive"

Properties for "Archive”...

@ Deleted Items
L& Search Folders  w

|~ Mail
ﬁ Calendar

8=| Contacts

7] Tasks

g sw U Create New Folder sl o 9l=0 )58

oo 3,lg gai)l cup> |, Inbox  Archive Mo ,bi 5,90 pisl oU puilgi oo Name caoowd 5> - 1
Aol o Lkl Gl s Uo,8 Uiy Wigo W o Lol el pudlgue aS sData File oU couwd ool 5> - 2

. ,o.uS S\o \S.JS Ok S9 )
' Create MNew Folder M ]

Mame:

-

Folder contains:

[Mail and Post Items

Select where to place the folder:

Bt Mailbox - Test
Archive

£ SharePaoint Lists

=

pusS o SuS wwl,y Archive (Sgu Saxo

paslod o wlxil |, New Folder... aiysS o
oS (so aslol [, (Sent Item Archive Mio) puiS s 03laiwl gasi)l pudlgzue aS s pil Name cowd 3

Al o bkl Wl )y Uoy9 Uiuwy Wigo A d9ui Blol pil pudly.s aS (sData File oU couwd ol 5>




puS s SulS OK - (Sg,0

.
Create Mew Folder

Mame:

Sentltem 1

Folder contains:

[Mail and Post Items

Select where to place the folder:
25 Mailbox - Test

=4 Archive 2
[+ —# Fublic Folders

Q SharePoint Lists

L ] (os

ol il (S5 9 05,8 Lzl | 55 5,90 Slplao b Juo psilys oo g Jssio guuin)] @ pudlgzuo aS sulpluoyl Jlasl sy

oS w wlzl |, Move to Folder... aiy;S

-

EEiIe Edit View Go Tools Actions Help

DS New - (i, Reply (=& Reply to All (= Forware
5 X | CaReply ply =

Mail « ||[3 Inbox
Favorite Folders 3

[[7) Inbox (160)
2 Unread Mail
[ sent items

Mail Folders

|Search Inbox

Arranged By: Date

Open

All Mail It .
£l ail Items Print

= €5F Mailbox - Test

rF.
(5 Deleted Items [4]E| & Reply

[ Drafts Reply to Al
[ 7} Inbox (160
L@ Junk E-Mail
(.2 outbox Follow Up
[ Rss Subscription

[ Sent Ttems -

) Mail

Forward

Categorize

Mark as Unread

Find All

Create Rule...

Junk E-mail

Delete
MDVW Folder...l
k] .

g oo 5L Move Items (sl o9l 518




oS s bl ki 3,90 Sleleo b Juo Jlasl cap 1, Archive Julé s Inbox @S 5518 ol 5

PuiS so SudS Ok (S99

-
Mowe Items

Move the selected items to the folder:
[ Inbox (160)
éﬂ Journal
L@ Junk E-Mail
o | Motes
[= Outhox
LE) RSS Subscriptions
(= Sent Items
21] Tasks
=
2l Deleted tems
[ Sentltern
# =4 Public Folders

S Jisio Hhi 5,90 auigy a1, Lesl Drag and Drop wldoec olxl b g 03,8 Glxl | 5bi 5590 Slplso puilgine Guizod

InbOXCL_:L, LPTUMQp.uS@ouLzJ |) LM|Q.3.ISCU|+A Ub)'l.gqs.i,g| bgp.usksx.oul,xJ |)L}L~09CL-.9)§ |) Shift aeS>

S sw Jasiuo Drag And Drop wldec b Inbox Archive ,uJgd ay

EEiIe Edit View Go Teools Actions Help

I EANew - | g5 (23 X | FaBeply (S8 Replyto All i3 Forward

Mail L5 Inbox
Favorite Folders |Search Inb ox f=) v| ¥
L= Inbox (150)
0 Urnread Mail
=5 sent Items
Mail Folders
21 Al Mail Items =l Last Week

2 €4t Mailbox - Test -1 VCRPR  Sat11/27
(5] Deleted Items (4] L
L7 Drafts | Employees Training...
L7 Inbox (160) i}
[ @ Junk E-Mail
=) Outbox

Arranged By: Date |“

| Yesterday

| MUMS Publication ...
— et Bl s il
LE] R35 Subscription 3

[ Sent ftems ~] CENTRALLIERARY 5...

# L@ search Folders el
=l = Archive —| VCR PR Fri 11/26

f5] Deleted Itemg T Shy ndan sl !

e
[ Sentltem g 115 5l

| Modiriyat Farhangi ...
L EFEEES

| Employees Training...




Saiologil Wigo 4 aS Sl 0,95 ganinyl aSiul Sl «digui o Jdiie i 5,90 Aigy A ods Lkl Slplio aS 1S sw 0 line

éEile Edit View Go Tools Actions Help

MNew L—R Reply to All (<) Forward
Open

box

Inbox = v|
Save As..
ed By: Date |

Close All ltems

Save Attachments

Folder ay

R PR 12:26 AM
j il 5|l

Data File Management...

Import and Export...

Arc hﬂ'@... I it Week

R PR Sat11/27
[]

2y
Page Setup

Print Preview s
ployees Training...

Print... Ctrl+P o]

Work Offline UMS Publication ...

= r;lv___L. P

M

Exit

| Sentltemn

Ep Search Folders
® 3§ SharePaint Lists

TRALLIBRARY 5.

] sl
-] VCRPR Fri 11/26

J] ZS 5y el ol
=] Modiriyat Farhangi ...
iﬂ Mail lagdi 515 als
=] Modiriyat Farhangi ...

el el @@ -] s |

owl o3V a0 S50 puaii (S 0,035 (Aislw aS Sguin)]) Uxo Gwod s 1) wleMbl 39 (s plxl

g o 5b Archive (sl o)glxo 318 . pulos o wlkiil |, Archive... @3S ¢ oauw File (Sgio 5,y jehaio ol Sy
oS w ksl Browse... aoSs lawgi pul aisLw Wé as |, (sData File 5 ;518 s

LS o SUS Browse... aoSs (Sg

Archive @lﬂ i

() Archive all folders according to their AutoArchive settings
@) Archive this folder and all subfolders:

24F Mailbox - Test

= ﬁ Archive

(sl Deleted tems
[ Sentltern
£ Public Folders
@ SharePoint Lists

Archive items older than: |Mon &/30,/2010 EI
[ Include items with "Do not AutoArchive™ checked
Archive file:

C:\Users\testiappData\Local \Microsoft\Outlook\g
Lag’

[ K ][ Cancel ]

-
Search Fold T
G8 Search Folders |—| ] VCRPR  Frill/26

® 5 sharePaint Lists T i ado e !

-1 Modiriyat Farhangi ...
lapd 0l5 als
.~| Modiriyat Farhangi ...

8l & el 3 (& - P PP




.59 wsw ;L Open Personal Folders sl 0,90 ;oIS

OK (S90 9 .S o Wil juwn ol 511 ks 5,00 Data File 9 puiSuoe Wil pusgs 03,5 0,453 Wid asS |, (sData File o
S 50 OK 5 1) ;505 0)2iy 9 puiS oo SUIS

(> Open Personal Folders |
. ’_-_ugn._x_ .Y s = .
@uv ca » Computer » New Volume (E) » v | 4y H Search New,
S L -

Organize v New folder

@' Music A Name Date modified Type
b=/ Pictures

i . [00002E] 7/21/201012:08 PM  File folde
B videos

. Drivers 8/5/2010 10:04 AM File folde
. My Pictures 11/24/20109:32 AM  File folde
.. VMWare Info 1/13/201011:43 AM  File folde

s Local Disk (C:
= © 2] ArchiveData 11/29/2010 8:50 AM  Microsof]

ca New Volume (D:)‘

/% Computer

s New Volume (E:)‘
5 Test (\\itc-filesrv| =

‘\ﬂ Network

- 4

File name: | ArchiveData I v

Save as type: | Personal Folders Files ']

- Hide Folders Tools @

| S = ———




