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1. Select the emails to be archived by either :
a. Holding Shift to select emails that are consecutive — Hold shift down and select the first
email and then go to the last email and select, then release. It should highlight as above.
b. Hold down the ctrl key to and skip through and select emails to be archived then

release.
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2. Select the drop down arrow beside the folder icon > Select Archive.

IBM iNotes

¥ Mail-inbox

PATRICIA ARMBRI... ¥~

C New - Reply - ReplyToAll = Forward - [ - & = MarkAs - [il More - & @ -
Inbox (13) 1 Who Subject

Fw
Grace Community ~ List of archives 10/14/2014 09:38P1
Elcott Coleby Which archive do you want to access? 10/14/2014 07:27P)

education.com Documents Older than 3 Years 101412014 06:16PN

shawnjones80 Bxpired Documents 10/14/2014 05:27P

Elcott Coleby ME MARGUERITE PINDLIN' 10/14/2014 05:25P)
Elcott Coleby ME MARGUERITE PINDLIN'10/14/2014 05:25P)
Elcott Coleby FWU. JUSUCE JUIT ISaaLs dwulll i1 as yustice of the Court of Appeal 10/14/2014 05:07P)
Elcott Coleby Fwd: Justice Jon Isaacs Sworn In as Justice of the Court of Appeal 10/14/2014 05:07P)
Folders SHERALEAN STUBBS SMALL BUSINESS WORKSHOP 10/14/2014 04:35P
Maude Cartwright Nurses Award Recipient 10/14/2014 04:25P0
SHERALEAN STUBBS Re: Fw: VAT Registration Video Demo 10/14/2014 02:38PD
DENISE M CLARKE Fw: 10/14/2014 12:54Ph
\WAVNE A MILLFR Fw Onen Mic Weheast Domina Archivina® Tins Tricks and Troubleshoa 10/14/2014 10-43AKk

3. Select Documents Older than 3 years (If not available select available) > Select OK.
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4. From the left Navigator select Archive > Documents Older than 3 Years (or other option
selected in step 3). (archive should open).
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Under your name at the left you should see the words Archive. The emails archived should
appear.
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When finish with the archive close it by selecting the x by the inbox tab. Make sure your on
the correct inbox.



