On a mac os machine, to set your retention policies you will start by right clicking on the folder or item you would like to set the policies for.
In the action menu that appears select Retention.
In the list select the appropriate time interval.
The default setting for retention is “Use Parent Folder Retention Policy”.  Remember a retention policy sets when to permanently delete the item so be certain to always follow university retention policies.
For mac os to set your Online Archive settings please follow the steps in the Setting Archiving and Retention Policies in the OWA video demo.

