In the OWA, after you have logged in, to set your online archiving and 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 Assign Policy.
Another Action menu will appear with the possible policy options for the item available. Both are set to Use the Parent Folder Policy option by default. The top half of the menu is for Archiving and the bottom is for Retention. Remember a retention policy sets when to permanently delete the item so be certain to always follow university retention policies. Choose the appropriate policy to set. If you need to set both a retention and online policy just right click again on the item and set the other policy.
