Thunderbird: Archive Mail
Locally on Mac

This guide will show step-
by-step instructions for
archiving e-mails locally on
your computer. This is
necessary to save space on
the webhost server.




After opening the Thunderbird application, find Local Folders in
the left side column of the window. Right click or Ctrl+Click on

Local Folders and select New Folder.
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Name the new folder as you would like to see it. When ready
click Create Folder.
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Go to Tools in the menu bar at the top of the screen and select
Account Settings.
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In the window that opens go to 1. Copies & Folders under the e-mail

account you want to set up archiving for. 2. Choose other and 3. find

Local Folders in the drop down menu to the right. 4. Select the folder
you just created. 5. Go to Archive Options.
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In the window that opens select how you would like the folder to

organize e-mails. If you get a high volume of e-mails it is a good idea to

select Monthly archived folders. The example window will show you
what you can expect to see. Click OK when ready. Click OK on the

Account Settings window when ready.
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Testing the Archive Function:
Select an e-mail from the account you have just set up for archiving. Right click or Ctl+click on
the e-mail and select Archive. A message window may pop up asking if you want to compact
your messages. Choose Compact Now. The e-mail should disappear.
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Find your newly created archive folder under the Local Folders. If you
chose to have the archive folder organized by month, there will be a
folder for the year with a sub folder for the month. You should see the
archived e-mail in the archive folder.

,

N T e €D Y
¥ Get Messages |~  [Zwrite|~ W Chat__ QyAddress Book N \k\Y Quick Filter Q Search... <38K> \’E —
S\ \ ~— A SV SIeEEwit N =~ ‘;/‘ Wed ¢« O »
¥ (@ annalomitzo@sdplus.org #: 0 % 2 9 U Q_Filter these messages... <0 38K> M

> () Inbox

— May 2016 CW 18
1 * U Subject ® From ¢ Date

A B
v svt.admin@sdplus.or New Event
@H = Re: supply order for Firehouse? * Joellen Emerson * 4/27/16, 11:18 AM o ven
b (S Inbox
¥ (@ sdwindsor.receptionist@gmail.com v  Today
(S) Inbox » Tomorrow

> Gl [Gmai]
v [ Local Folders
» & Trash
(@) Outbox
v (&) SVT Admin Archive
v (i3 2016

(] 2016-04

= Send Later [IDLE] Unread: 0 Total: 1 [[Z] Today Pane |




To archive all e-mails press 3 +a to select all, then right click or
Ctrl+click and select Archive from the menu that opens. Do the
same for your Sent folder.

Alternatively you can sort through you e-mails and delete what you do not need to keep and archive what you do.
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The archived e-mails will be organized in folders by year or month under
the archive folder depending on which option you chose in the Advanced
section. The image below shows a monthly organization of e-mails.
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The folders can still be searched with the Quick Filter function at the top
of the window as well organized by clicking the titles of each column.
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Setting up a Signhature:
SP e-mails should all use the standard signature for outgoing mail. Use the
below format and confidentiality notice for your signature.

FullName here

sdplus.org email here

Sd Associates LLC

37 Talcott Road, Suite 114 (Change address to fit location)
Williston, VT 05495 (Change to fit Location)

Phone number: cell

Fax Number: facsimile

www.sdplus.org

CONFIDENTIALITY NOTICE: The information contained in this transmission may be privileged,
confidential and protected from disclosure under Federal Confidentiality Laws (42 CFR Part 2
and 45 CFR Parts 160-164). Any dissemination, distribution, or duplication of this
communication is strictly prohibited without the consent of the writer. If you are not the
intended recipient, or you have received this communication in error, please notify the sender
immediately at the email address above or delete this email.




@ Thunderbird File Edit View Go Message Eventsand Tasks Ol Window Help

To setup a signature go to Account Settings. Select the account
you want to setup a signature for. And enter the your
information along with the confidentiality notice as seen on the
previous page into the Signature text box. Click OK when done.
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Each account has an identity, which is the information that other people see when
they read your messages.

Your Name: SVT Admin

Email Address: svt.admin@sdplus.org
Reply-to Address: Recipients will reply to this other address

Organization:

Signature text:
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Junk Settings:
While in the Account Settings window, go to Junk Settings to enable
junk filters in case any spam makes it past the webhost. Junk messages
should be set to go to the Junk folder on the sdplus.org account.
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Next, go to Server Settings and make sure that deleted messages
are moved to the Trash on the sdplus.org account.
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Finally, go to Synchronization and Storage and set your account to
delete messages older than 365 days. Select OK when finished.
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Server Settings
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Server Settings X
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Copies & Folders
Composition & Addressing Synchronize the most recent 30 Days
Junk Settinas
Synchronization & Storage Don't download messages larger than 50 KB
Return Receipts
Security To recover disk space, old messages can be permanently deleted, both local copies
¥ sdwindsor.receptionist@gmail.... and originals on the remote server.
Server Settings Don't delete any messages

Copies & Folders
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Junk Settings

L © Delete messages more than 365 . daysold
Synchronization & Storage
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Security
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Account Actions “
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After carefully reading through this tutorial please contact IT if you have further
guestions.



