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How TO SAVE AND FILE LOTUS NOTES EMAILS

Email messages that are university records should be filed and retained with other records to which they
relate. Saving emails to a unit’s shared drive is an effective way to extract them from the email application
and manage them using a proper recordkeeping folder structure.

Using Adobe Acrobat Pro, you can easily convert individual Lotus Notes email messages or entire
email folders to PDF. Any file attachments within the email message are automatically saved within the
PDF and can be open just like in Lotus Notes. You can also choose to automate these actions by
scheduling automatic email archiving to be performed on your email folders.

This How-to guide is divided into three sections which provide illustrated instructions on manually
selecting and converting specific emails or folders in Lotus Notes, and how to set up a schedule for
converting your email folders to PDFs in the appropriate shared drive location.

Section A: How to Save and File Individual EmMailS.........cccovueeeeieiniiese e 3
Section B: How to Save and File an EMail FOIer......oouuiiviiviiiiiieiie et e 7
Section C: How to Set Up Automatic Email Filing.......ccccooviviviiniveece e, 11

For additional tips on managing your emails and records, visit the Information and Privacy Office’s Tools
and Tips webpage and download:

Tip Sheet #5 Email Management

Tip Sheet #3 Transitory Records

Tip Sheet #6 Naming Conventions for Electronic Files and Folders

For information on managing your unit’s shared drive, see the IPO's guideline on Organizing and
Maintaining Shared Drives.
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All York faculty and staff have access to Adobe Acrobat Pro on university workstations. When Adobe
Acrobat Pro is installed, the controls that activate an email conversion to PDF appear in Lotus Notes,

under the Actions menu (see below).

For further technical support contact your local IT support group.
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Section A: How To Save And File Individual Emails

1. In Lotus Notes, select the email messages to be converted:

| 4

¥] New - &1 Reply - #2!Reply to All - [ Forward - [ - fij More - Q) ~ E Show -
q Search in View "CPR20 Communications and Publications\IPO Orientation Brochure' & Mot indexed T ™
Search for I Search Search tips b Mare

2 'Who b Subject Date » Size @& P

= Alicia Pinter IPO - Publication / Ref. info 06/29/2010 10:08 AM
Susan Eastwood final brochure 06/M7/2010 12:53 PM
Susan Eastwood Re: revised brochure 05/07/2010 10:00 AM
Carolyn Heald Re: revised brochure 05/07/2010 09:59 AM

Carolyn Heald Orientation brochure 4/22/2010 10:18 AM

@ To quickly select multiple messages to convert, hold down the CTRL key while clicking
on the individual emails.

To select a group of consecutive email messages, hold down the SHIFT key while
clicking on the first and last emails in the group.
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2. Next, choose Actions > Convert Selected Message(s) to Adobe PDF.
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Actions | Tools Window Help
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3. Inthe Save Adobe PDF File As dialog box, navigate to desired target shared drive folder and
enter a file name for the archived email PDF. Then click Save.

Save Adobe PDF File As
@ M o= CP Communications and Publications » Brochures » IPO Orientation Brochure » - | | Search IPO Orientation Brochure SO
Organize - MNew folder i= - @
Mame ° Date modified Type Size
1 Superseded 10/13/2011 10:00 ...  File folder
1 Template 1/8/201311:19 AM  File folder
@ IPO Orientation Brochure Final 2011-06-21.pdf  6/21/2011 2:45PM  Adobe Acrobat D... 58E KB

A =REIP O Orientation Brechure Correspondence. pdf]

Save as type: | PDF files - ]

(= Hide Folders | sae || conce |

b

browsing and retrieval. See Tip Sheet #6 Naming Conventions for Electronic Files and

& Follow your unit’s standard naming conventions to maintain consistency for easy file

Folders.

January 17, 2013 Page 5 of 16


http://ipo.info.yorku.ca/files/2012/10/TipSheet6NamingConventionsEFilesFolders.pdf
http://ipo.info.yorku.ca/files/2012/10/TipSheet6NamingConventionsEFilesFolders.pdf

;YQ R‘Iil ' Information and Privacy Office

How TO SAVE AND FILE LOTUS NOTES EMAILS

4. The newly created PDF file will open and display a list of the archived emails and their applicable
attachments:

= —-
@ IPOQ Qrientation Brochure Correspondence.pdf - Adobe Acrobat Pro EIL

Eile Edit View Window Help

x

@ Create ~ @ ;g] ‘ | Edit | == Layoutl i= Files | | Search #&|- Share
T @@ [ Showing all items (ignoring folders) 5 items
From |';'-.|_ll::ject |:]E|tE ¥ |Attachments |_'|:»=
Alicia Pinter IPC - Publication / Ref. info 6,/29/2010 11:08:47 AM

Susan Eastwood Re: revised brochure 5/7/2010 11:00:40 AM
Carolyn Heald Re: revised brochure 5/7/2010 10:59:02 AM
Carolyn Heald Orientation brochure 4/22/2010 11:18:26 AM

GG

4| |k | final brochure.pdf Open File 3

From: Susan Eastwood

Reply To: eastwood@vyorku.ca

To: Carolyn Heald; Shalom Zaidfeld
Subject: final brachure

Date: 06/17/2010 12:53 PM
Attachments: IPO Orientation brochure-final.pdf

Hi. I've finished the brochure and am ready to send to Communications for any
comments, but wanted to run it by you twe for any last minute comments first, ' -

The selected email messages will remain in your Lotus Notes after the conversion and
are NOT deleted automatically. Messages should be deleted from Lotus Notes to avoid
having multiple copies.
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Section B: How to Save and File an Email Folder

1. In Lotus Notes, choose Actions > Convert Selected Folder(s) to Adobe PDF.

Actions | Tools Window  Help
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2. Inthe Convert folder(s) to PDF dialog box, select the email folders and subfolders. Then select
or deselect the Convert this Folder and all sub folders option, as preferred, and click OK.

o N
= Convert folder(s) tilm e

Flease select one or more folders to create POF from.

[] chat History

&0

-[_| -Personal Emailz

[7] aDGO1General

+-[_] ADG74 Office Operations

|:| ADGYS Program Management

' m | b

Convert this folder and all sub folders

[ oK J [ Cancel ]

The Email folder filing feature should not be used to archive/save unrelated

0 folders in a single PDF file. This feature should only be used to archive/save
specified Inbox subfolders containing emails related specifically to your records
classification plan, thereby preventing unwanted capture of transitory, personal
or unrelated emails in these created PDF files.
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How TO SAVE AND FILE LOTUS NOTES EMAILS

3. Inthe Save Adobe PDF File as dialog box, navigate to desired target shared drive folder and
enter a file name for the archived email PDF. Then click Save.

s

Save PDF Archive File as

e
z 3 . <« CPR20 Communications and Publications » Brochures » IPO Orientation Brochure » - || Search IPO Orientation Brochure 0O
| Organize « Mew folder = -« [ @ I
MName Date modified Type Size |
. Superseded 10/13/2011 10:00 ... File folder
1. Template 1/8/201311:19 AM File folder
'E IPOQ Qrientaticn Brochure Final 2011-06-21,pdf  6/21/2011 2:45 PM Adobe Acrobat D... 588 KB
N ELGEMIP O Orientation Brochure Correspondence.pdf] - [PDF Files (*.pdf) v]

I Open |vl [ Cancel ]

Follow your unit’s standard naming conventions to maintain consistency for easy file
browsing and retrieval. See Tip Sheet #6 Naming Conventions for Electronic Files and

Folders.

L o
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4. The newly created PDF file will open and display a list of the archived emails and their applicable
attachments:

= —-
@ IPO Orientation Brochure Correspondence.pdf - Adobe Acrobat Pro gli

File Edit View Window Help *®

@Cmate' @%H Edit |

@ [ Showing all items (ignoring folders)

55 layout | I= Files | | Search & | ~  Share

5 items

e

, .
Alicia Pinter 6/29/2010 11:08:47 AM

Susan Eastwood Re: revised brochure 5/7/2010 11:00:40 AM
Carolyn Heald Re: revised brochure 5/7/2010 10:59:02 AM
Carolyn Heald Orientation brochure 4/22/2010 11:18:26 AM

R

4| »| final brochure.pdf Open File ™

From: Susan Eastwood

Reply To: eastwood @yorku.ca

To: Carolyn Heald; Shalom Zaidfeld
Subject: final brochure

Date: 06/17/2010 12:53 PM
Attachments: IPQ Orientation brochure-final.odf

Hi. I've finished the brochure and am ready te send to Communications for any
comments, but wanted to run it by you two for any last minute comments first, "~

are NOT deleted automatically. Messages should be deleted from Lotus Notes to avoid
having multiple copies.

0 The selected email messages will remain in your Lotus Notes after the conversion and
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How TO SAVE AND FILE LOTUS NOTES EMAILS

Section C: How to Set Up Automatic Email Filing

1. InLotus Notes, choose Actions > Setup Automatic Archival.
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2. On the Automatic Archival tab of the Acrobat PDFMaker dialog box, select Enable Automatic
Archival. Then select the options for frequency and the time of day at which automatic archiving

will occur. To continue, click Add.

Select other optional settings, according to your needs:

e Maintain Log of Archival - Creates a record of each archiving session.

e Log File - Specifies the name and location of the archiving log.

o Embed index for faster search - Creates an index that you can search to find specific
words or characters instead of having to search each individual document.

"% Acrobat PDFMaker ==
| Settings | 5&1::1_|rit'_f| Automatic Archival |

Automatic Archival Settings

[¥] Enable Automatic Archival Fun Archival Mo

Frequency: (7 Daity
o ek
() Morthty 1 Day of Month

Run at: 50000 PFM

[ Maintain Log of Archival

Log File: Chooze File.

Embed index for faster search

Choose Folders for Automatic Archival

Folder POF Archive File Database
Restore Defauls OK || Cancel || Hebp
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How TO SAVE AND FILE LOTUS NOTES EMAILS

3. Next, select the email folders and subfolders. Then select or deselect the Convert this folder
and all sub folders option, as preferred, and click OK.

" T
= Convert folder(s) m 38 |

Please select one or more folders to create POF from.

[[] chat History

=0

&[] - Personal Emails

[] apco1General

+-[_| ADGT74 Office Operations

|:| ADGT5 Program Management

1| 1 | b

Convert this folder and all sub folders

[ oK ] [ Cancel ]

The Automatic archiving feature should never be used to archive/save all email in

0 your Inbox. This tool should only be used to archive/save specified Inbox
subfolders containing emails related specifically to your records classification plan,
thereby preventing unwanted capture of transitory, personal or unrelated emails in
these automatically created PDF files.
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How TO SAVE AND FILE LOTUS NOTES EMAILS

4. Inthe Save PDF Archive File as dialog box, navigate to desired target shared drive folder and
select a file name for the archived email PDF. Then click Open.

Save PDF Archive File as

z e . = CPR20 Cemmunications and Publications » Brochures » IPO Orientation Brochure »

.

T
~ 4 |[ seor o Orention e 5]

|| Organize » MNew folder = 0l @ I
Name ° Date modified Type Size |
. Superseded 10/13/201110:00 ..  File felder
L. Template 1/8/201311:19 AM  File felder
@ IPQ Orientation Brochure Final 2011-06-21.pdf  6/21/2011 2:45PM  Adobe Acrobat D... 588 KB
[ZNG TGP O Orientation Brochure Correspondence.pdf - [PDF Files (*.pdf) vl

I Open |vl ’ Cancel ]

The selected email messages will remain in your Lotus Notes after the conversion and
are NOT deleted automatically. Messages should be deleted from Lotus Notes to avoid

having multiple copies.
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5. Review the settings and the archive folder names listed in the Acrobat PDFMaker dialog box,
and do any of the following:

e To add other email folders to the list, click Add and select the folder.

e Toremove folders from the list, select the folders and click Delete.

e To change an archive file, select any folder name from the list, click Change Archive File,
and specify the name and location.

e To start archiving email immediately, click Run Archival Now.

= st v ==

| | Settings | Securty | Automatic Archival | |

Automatic Archival Settings [

Enable Automatic Archival Run Archival Mow
Frequency: i) Daily
(& Monthly 1 Day of Month
Run at: 500:00 FM |2
[] Mairtain Log of Archival
Log File: Choose File...

Embed index for faster search

Choose Folders for Automatic Archival

Faolder PDF Archive File Database
|PCQ Orientation Brochure HAPOMVCPRZ0 Communi...  CH=5Swan 0U=Mail/al...

Add... ][ Delete ][&angeﬁu‘mweﬁle...

Restore Defautts | oK || cancel || Hep
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6. The newly created PDF file will display a list of the archived emails and their attachments. New
emails filed in this Lotus Notes email folder will be added automaticlly to this PDF file after the
next scheduled archival run.

-
@ IPO Orientation Brochure Correspondence.pdf - Adobe Acrobat Pro 5|L

Eile Edit View Window Help

@Createv @%H Edit |

# [ Showing all items (ignoring folders) 5 items

®

32 Layout | S Files | | search |- share

From | Subject ¥ |Attachments | Size

Alicia Pinter IPO - Publication / Ref. info 6/29/2010 11:08:47 AM

Susan Eastwood Re: revised brochure 5/7/2010 11:00:40 AM
Carolyn Heald Re: revised brochure 5/7/2010 10:59:02 AM
Carolyn Heald Orientation brachure 4/22/2010 11:18:26 AM

4| |k | final brochure.pdf Open File 3

From: Susan Fastwood

Reply To: eastwood @yorku.ca

To: Carolyn Heald; Shalom Zaidfeld
Subject: final brochure

Date: 06/17/2010 12:53 PM
Attachments: PO Qrientation brochure-final.odf

Hi. I've finished the brochure and am ready to send to Communications for any
comments, but wanted to run it by you two for any last minute comments first. ' -

The email system is not a recordkeeping system. A recordkeeping system organizes

0 records according to a file plan, provides shared access to those who need it, and
applies retention and disposition rules. Adobe Acrobat Pro offers a solution to file
and maintain email records with related records on a unit’s shared drive.
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