
ASSIGNING LABELS IN OUTLOOK DESKTOP CLIENT (PC)

Assign Pol icy button  

Select/highl ight  the emai l  or  fo lder .

Cl ick  the Assign Pol icy  button.

Select  retention t ime per iod from the l ist .
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records@virg in ia .edu

ASSIGN A LABEL USING THE BUTTON

Located on the Home r ibbon,  but  it  may look

different  depending on screen s ize and

r ibbon arrangement.

Right-cl ick method

ASSIGN A LABEL USING RIGHT-CLICK
Select/highl ight  the emai l  or  fo lder .

R ight-cl ick  and select  Propert ies.

Cl ick  Pol icy  tab.

Select  retention t ime per iod from the l ist .

Use Parent Folder  Pol icy  means that  a  subfolder

or  emai l  within  a  fo lder  wi l l  inher it  the retention

assigned to  the h igher  level  fo lder .  

NOTE ABOUT PARENT FOLDERS
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