Archiving GrizMail using Outlook Express
This section describes how to archive your GrizMail e-mail using Outlook Express. This process can be used
to transfer a mail folder from one computer to another, although you must ensure that the transferred folder

name is unique and will not overwrite an existing folder.

First we need to set up Outlook Express to look at your GrizMail account.

| Outionk Urpress =0k

) Open Outlook Express (usually found under Start, All
Programs, Outlook Express)

2) Click on Set up a Mail account

Internet Connection Wizard

Setting up Internet Mail

The Internet Connection Wizard has detected previously installed e-mail software. You
can have your Intermet mail account settings imported, so you can continue to use tem
with wour new mail pragram.

3) A Setting up Internet Mail windows is displayed T

() Use an esisting Intemet mail account

a. Select Create a new Internet mail account

b. Click Next

Internet Connection Wizard

Your Name

4) YO u r N am e WI n d ow n ow a-PPearS ‘when you send e-mail, your name will appear in the From field of the outgoing message.
Type your name as you would like it to appear,

a. Type in your name the way you like to see it Dilyrans don S
displayed For example: John Smith

<Back [ Mest> | [ Caneel |

Internet Connection Wizard

Intemnet E-mail Address

5) An Internet E-mail Address window pops up

Your e-mail address is the address other paople use to send e-mail messages ko you

a. Enter in your umontana e-mail address
E-mail address: John.Smith@umontana. edu

For example: someone®@miciosoft com

< Back ” Heut > I[ Cancel




6) The E-mail Server Names window is now displayed

Internet Connection Wizard

E-mail Server Names
a. Incoming server is an IMAP server

My incoming mail serveriza | IMAP W SEMVEL

b. Incoming server should be grizmail.umt.edu
Incoming mail ([POP3, IMAP or HTTP] server.

grizmail umt.edu

c. The outgoing mail server depends on your location

An SMTF server is the server that is used far your autgeing e-mail

Dutgaing mail [SMTF) server:

i. On campus: use smtp.umt.edu

smtp.umt. edu
ii. Off campus: use your ISP’s information
<Back [ Mes> | [ Cancel |
d. Click Next
Internet Connection Wizard
Internet Mail Logon
7) You now see an Internet Mail Login window T R P ——
. . Aecount name: ab123456 |
a. Your account name is your NetlD (i.e.: ab123456)
b. Enter your NetID password Easswors
Remember password
c. Click Next e e S
Authentication [SPA] check box
[] Log on using Secure Password Authentication [SPA]
<Back [ Mew> | [ Cancel
(1 Show/Hide IMAP Folders e
. . Agcount(s): Display folders which contain:
8) You now see a Show/Hide IMAP Folder window
grlzall. urt.... A Visible, |
a. Click on the folder(s) you want displayed e o
and then click the SHOW button = '
B Banking
. . . . @ {=ulg}
b. Click on the Visible tab to see which B aa
. . Justin
folders will be displayed el
Sent ltems
. B Drafts
C. CIICk OK B Calendar
@Eontacls ~
Gota I l oK J I Cancel

9) You will now see a window asking if you want to download folders.

a. Click Yes

-

Outlook Express

' "_\. Would wou like to download Folders from the mail server vou added?
L3
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Now that the account is set up, we need to create a new folder and move your messages into that folder.

Create an Archive Folder

I) Create a new Mail Folder in Outlook Express named Archive

hew
Open

Folder

Import
Export

Switch Identity. .

Idenkities

Work OFfline

Exit

b Mail Message a
Chrl+O Mews Message .

File, New, Folder
Eolder... Crl+Shift+E
Contact... b'
, i
' ii.

iii. Click OK

In the Create Folder window
Name your folder Archive

Select Local Folders

Create Folder

Folder name:
Archive
Select the folder in which to create the new folder:
£ Outook Express
= (2 Local Faolders |
&2 Inbox

<F outbox
@ Sent Items
(3 Deleted Ttems
B} Drafts
£ contacts

£ % grizmail.umk. edu

2) Move the messages you wish to archive into the Archive folder

Select the messages you wish to keep
Drag them to the Archive folder

Repeat these steps until you have moved all
messages to the Archive folder.

3) Find the location of the Archive.dbx file

a.

Tools, Options, Maintenance Tab

i. Click on the Store Folder button,

|. write down the path displayed

Store Location

) Inba - Outleok Express
Bl L4 Yee  [ack  Meese b

x =
i Dokets e Addreises
BT Y Fom S
| DeValt, Larvic C it Bedormalion
L] RomaTest tast mastrg
“LomaTest tast mastrg
Jorgace, StweeniN e
i Jorgera, Swvenl el

Froms LomeTest Tas LomeTest, Laskas, ot
Subject: lest mesting

B wirhrg Gk

Cleaning Up Messages
CHEmpl
[C] Purge deleted messages when leaving IMAP folders

‘when compacting messages:
[] Delete read message bodies in nevssgroups

[¥] Delete news messages |5

Click. Clean Up Mow ta clean up downloaded
Messages on Your computer,

our personal message store is located in the following folder:

C:4Documents and 5 ettingsLorie. Devol] UMA\Local Settingshpplic

LChahge... l l QK I [ Cancel

4) Close Outlook Express

a.

File, Exit

message store.
Troubleshooting
[ Mail [Hews

[IMap [JHTTP

Lfil Options E]
General Fiead Receipts Send Composge Signatures
Spelling Securiy Connection Maintenance

‘=1 days after being downloaded

LClean Up Maw...
e Store Folder

Outlook Express can zave all commands to and from a server in a log file
for troubleshaoting purposes.

[ ok

” Cancel ][

Apply




5) Copy the file Archive.dbx from your store folder onto your backup media.

U . W. d E I . h =7 C:\Documents and Settings\Lorrie.DeYott.UM\L ocal Settings\Application Datailde. .. E]@
a. Using Windows Explorer navigate to the AT -
Outlook Express folder. Qe - ¥ | 0 search | raers | (-
: Address I C:\Documents and SettingsiLorrie. DeYott, UMiLocal Settings\Application Data\Identities\{2C7A5 ¥ a @o
b. Drag the Archive.dbx file onto your media ~ |ro: ol n see | fpe
= £ Identities ~ @Archwa.dhx 43,467 KB DBX File
= D) {2C7ABCDO-7BFA-427F-BFGE-AE33EE %EEEHUDJUD 21 KB Text Documer
1 = ) Microsoft B=] contacts, dbx 7SKE  DEXFil
c. Click on the red X to close out of i — e ity
H ¥ [ Macromedia ) & Drafts.dbx FEKE DB File
WlndOWS Explorer % [ Micrascft [ Folders. dbx 201KE DX File
# ) Mozila gnzmai\‘umt.edu-Adm\ss\uns‘.. 75KB DBXFile
[ Relncidents gr\zmal\‘umt.edu-Anthro.dbx 14,603 KB  DEX File
¥ [ Symanktec ba @gr\zmaﬂ‘umt.edu—ASUMOFFL.. 75KE DB File v
< 2 [ >

6) Open Outlook Express and delete the file Archive.dbx.
a. Click on the Archive Folder
b. Click on the Delete option on the toolbar
i. A message window will now display

ii. Click Yes

Outlook Express

! E Are you sure you wank to delete the ‘archive’ Folder and move it to the 'Deleted Items' folder?
L3

To Restore an Archive.dbx
I) Create a new Mail Folder in Outlook Express named Archive (follow the steps above).

2) Open the folder at least once! This is required to force Outlook Express to create a corresponding
Archive.dbx file.

3) Close Outlook Express and delete the newly-created Archive.dbx file.
4) Copy the backup of Archive.dbx into the Outlook Express store folder.

5) Open Outlook Express and view your messages.



