202 Webnetism
Email Archiving Guide on Outlook

Archiving emails on Microsoft Outlook Classic
Manually

1. Click “File>Info> Tools>Archive>Clean Up Old Items".
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E Account Information

) Info
‘ﬂ Microsoft Exchange

- 2 Open & Export —
| = File Home |+ Add Account |

il B savehs Account Settings
:_‘ E % Change settings for this account or set up more

p— [y Save Attachments Account connections.
[ Mex MNey Settings ~ = Access this account on the web.
& pi S — https//outlook.office365.com/...ad.webnetism.com/
- i
Email Items ~ = Get the Outlook app for i0S or Android.
Q New " Change
Automatic Replies (Out of Office)
Q Use automatic replies to notify others that yau are aut of office, on vacation, or
Automatic not available to respond to email messages.
Replies

Mailbox Settings
E Manage the size of your mailbex by emptying Delcted ltems and archiving.
Tools I

®  48.2 GB free of 49.5GB

Mailbox Cleanup...
Manage mailbox size with
advanced tools. help organize your incoming email messages, and receive
e added, changed, or removed.

X

Empty Deleted ltems Folder
Permanently delete all items
in the Deleted ltems folder.

=)

Clean Up Old Items... COM Add-ins
Move old items to an that are affecting your Outlook experience.
Outlook Data File.

o

2. Put settings as below and click “OK".

3.

[ -

Archive *

Oﬁrchi\re all folders according to their AutoArchive settings
Oﬁrchive this folder and all subfolders:

W_@webnﬂism.cum
» ] Inbox (1)
F% Drafts
D Sent [tems
Ji] Deleted items (1)
D Archive
> ﬁ Calendar
» A= Contacts
> [] Conversation History
D Detected Items

Archive items older than: I Mon 17/11,/2025 e I
“Include items with "D'o not AutoArchive” ticked
Archive file:

| cvUsers' I CneCrive - Continentall

OK Cancel
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1. Highlight your email address that way it will archive all your folders including Sent Items and
Deleted Items

Select the date you would like to archive mails older than

Tick the box include “Items with Do not AutoArchive ticked

Browse to a folder location you would like your Archive saved or just leave as default.

Click ok, the archiving process will take some time and run in the background

vk wN

Scheduling automatic archiving of emails on
Microsoft Outlook

1. Go to “File>Options”
®

5 Open & Export

[ saveas

@& Save Attachments

E e Print

New  MNew

Ernail Items

ﬂ Mew

£ Office Account
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2. Select “Advanced” and then “Auto Archive Settings”.

General
Mail
Calendar
Groups
People
Tasks
Search
Language

Accessibility

Outlook panes

ﬁ Custamize O

Qutlook start and exit

Advanced

AutoArchive

Customize Ribbon

Quick Access Toolbar

Aottt

@ Options for working with Qutlook.

utlook panes,

1 Show Apps in Outlaok @

Start Outlaok in this folder. [Flinbax

| [ Browse...

[ Empty Deleted Items folclers when exiting Outlook

FlE Reduce mailbox size by deleting or moving old items to an archive data file. AutoArchive Settings...

File and browser preferences

4. Set as below and click “OK” and “OK” again:

r

AutoArchive

General
Mail
Calendar
People
Tasks

Search
Language
Accessibility

Advanced

Blrun Avtosschive every
& Prompt before AutoArchive runs
During AutoArchive:
. Delete expired tems (email folders only)
B Archive or delete old items
8 snhow archive folder in folder list
Default folder settings for archiving
Clean outitems olderthan 6 | mMonths
ve old items to:
stDocument|  Browse...

O Permanently delete old items
Apply these settings to all folders now

To specity different archive settings for any folder,
right-<lick on the foider and choose Properties, then go

to the AutoArchive tab,

Cancel

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

[ﬁ Options for working with Outlook.
Outlook panes
E Customize Outlook panes,

2 Show Apps in Outlock @

Outlook start and exit

Start Outlock in this folder: [Enbox

| | growse...

[] Empty Deleted ltems folders when exiting Outlook

AutoArchive

Reduce mailbex size by deleting or moving old items to an archive data file.

File and browser preferences

D Open Word, Excel, and PowerPaint files using: U | Browser |

@ Open hyperlinks from Outlook in:
Reminders

& Show reminders

| Microsoft Edge  ~ |

: Reading Pane...

AutoArchive Settings...

& Play reminder sound: | reminder.wav

| | Erowse...

("] Show reminders on top of other windows

[ Automatically dismiss reminders for past calendar events
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