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1. Click File>Info> Tools>Archive>Clean Up Old Items

ﬂ“

File Home

COM Add-ins
b are afecting your Outlock experience.

2. Select the radio button for “Archive this folder and all subfolders”> Select your
email address> Enter a date in “Archive items older than”>Set location for the
Archive file> Check the “Include items with “Do not Auto Archive” checked” and
click "OK".

w:::i‘ Archive all folders according to their AutoArchive settings
rchive this folder and all subfolders:
e =3

» = Inbox |

[ prafts
[ sent items
[l Deteted ttems (1}
> D Archive
> D Conversation History
> .-f‘p Calendar
» AS Contacts

L;f Journal

Archive items older than: § Fri 20/09,/2019 -

ﬂc\ude items with "Do not AutoArchive™ checked
Archive file:

Ch\Users ADocuments\Outlook Browse...
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Scheduling automatic archiving of emails on
Microsoft Outlook

1. Go to File>Options>Advanced>Auto Archive Settings

a?

= File Home

2. Select Advanced>Auto Archive Settings>

General

Mail

Calendar

People

Tasks

Search

Language

AutoArchive
Accessibility

Reduce mailb y deleting o old items to an archive data file. AutoArchive Settings...

Advanced

_ ) X Link Handling
Customize Ribbon

Open supported hyperlinks to Office files in Office desktop apps

Quick Acces
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3. Tick the box for “Run Auto Archive every _ days” and select when Auto archive

needs to be run> set item age to archive on “Clean out items older than">set
archive location under “Move old items to”> Click “OK">Click “OK"

Blruo svtoscnme every J1a f2 aoys
8 Prompt before AutoArchive runs
During AutcArchive:
B Delete expired ttems (email folders only)
B Archive or delete old items
8 show archive folder in folder list
Default folder settings for archiving
Clean out items older than
Eﬂnve old items to:
C\Users' stDocument Browse...
) Permanently delete old items

Apply these settings to all folders now

To specify different archive settings for any folder,
right-click on the foider and choose Properties, then go

1o the AutoArchive 1abd.
Canet! m
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