How to Archive Your Lotus Notes Inbox

What is this? An overview of how to “archive” or save a copy of your inbox emails onto your computer’s hard
drive.

Who is this for? All Parks & Recreation employees who use the Windows Lotus Notes client. People who use
only iNotes cannot complete this task.

Why? Because archiving emails will ensure that you will have access to ALL of your old email after our
department is migrated to Microsoft Exchange as our email service. Migrations are not 100% reliable for saving
everything.

When should you do this? Before you leave on the day before you are to be migrated to Microsoft Exchange.

This will happen on different dates depending on division. Ask your supervisor what date will affect you.

Step 1: While in your Lotus Notes Inbox click “Edit” and “Select All”
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Step 2: With all emails having check marks in the leftmost column, click “Edit” and “Copy”

1 ey v - b N R ——— | |13 )

File View Create Actions Tools Window Help

Cut (S G noa o= B (& Q)
ST EaEON-P P ETHRLRE & @ =5 =Y
Copy Ctrl+C -
Copy As 3 |
M 2heply | [Zleply to Al = |[brwara ~ | [E kiete | [Ebiow up ~ | [Thider = | [Elopy into Mew ~ | [2] Tools ~ || View Unread EMail Pol
—— o emuH_Epy H_Epyu ]l_hrwar ]l_h ow Up H_|J er H_hpy nto MNew ][ ools ][ iew Unrea ][. ai uqu]
r\ 2 \ |A‘Whn s ‘ Date % |T\me |S|ze ~ ‘ Subject =
Delete Del
——— v & John PFiller 11152012 07:50 PM 475121 ¢ migration summary and FAQ's ﬂ
eselect
v Moria Miller 11152012 05:10PM 1443 Next newsletter

Select All Ctrl+A
- " v Jehn Piller 11152012 0246PM 102,193 ¢ migraton spreadshest
Find/Replace... Ctrl+F v Nadine Dodge # 111512012 02:41PM 4111 Exchange OWA Demonstration
Find Mext... Ctrl+G v John Piller 11152012 12:41PM 21,151 Re: Fw: Data group invitation
EP—— «’ Maryum Darby-Madison 11152012 1236 M 17595  Re: Fw: Dota group imvitation
Unread Marks v v Christopher Palmer B 11152012 11:48 AM 3.324 Data Collection Meeting

=T hd John Piller 11152012 11:28 AM 5.565 Re: Data Collection Meeting

H H Mail Threads v Christopher Palmer 11152012 11:224M 1852 DataCollection Mesting

M Ealdoeos

All items are selected when check marks
are to the left of the message.




How to Archive Your Lotus Notes Inbox

Step 3: Navigate to the Tools View on the left-hand side. Hit the + until “Tools” appears. Hit + again and
“Archive” should appear. Select “Default for Last Modified” (A view of this archive folder should open.)
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Step 4: With the view of your Archive folder open click “Edit” and “Paste”
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Step 5: Verify that all the items from your inbox have been successfully copied. You can do this by checking that
your most recent email is now in your archive. If you are not confident that you have successfully archived your
inbox or have questions about the process, you may reach out to the OIT Helpdesk at 215-686-8213 if you need
assistance.



