Outlook Archive

1. Open Microsoft Outlook 2016/2019.
2. Click on the File tab (see Figure 1).
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Figure 1: File tab

3. Select Cleanup Tools from the options (see Figure 2).
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Figure 2: Cleanup Tools

Last updated 5% August 2019 pg. 1



4. From the Cleanup Tools option, select Archive (see Figure 3).
For Microsoft Outlook 2019, select Clean Up Old Items from the Tools option (see Figure 3.1).
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Figure 3: Archive option on Cleanup Tools
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Figure 3.1: Microsoft Outlook 2019
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5.

In the dialog box (refer to Figure 4), select Archive this folder and all subfolders.
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Figure 4: Select Archive this folder and all subfolders

time, or select your email to archive the entire mailbox (see Figure 5).

6. Select the folder you wish to archive (save) in the dialog box. You can archive one folder at a
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Figure 5: Select folder to archive
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7. Select a date in the “Archive items older than:” All emails, calendar appointments and

documents received before this date will be archived.

Tick the Include items with “Do Not AutoArchive” checked box to include items marked

as Do Not AutoArchive. (see Figure 6)
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Figure 6: Select date

Last updated 5% August 2019| pg. 4



8. Select the location to save your archive file.
Your file will be automatically saved in the Outlook Files folder. You may use the Browse

feature to save the file as per your preference (see Figure 7).
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9. Select OK to begin archiving files.

Figure 7: Location of archived file

Archive *
Ogrchive all folders according to their Autoirchive settings
@Arghive this folder and all subfolders:
4 Eg nadhirah.saiful@egc.gov.bn A
Inbaox
1# Drafts
£ Sent ltems
IZ] Deleted Items
ﬂ Calendar
[25] Contacts
Conversation History
E':c_. Journal
[ Junk E-Mail W
Archive items older than: | Mon 3/18/2019 ~
[]Include items with "Do not AutoArchive” checked
Archive file:
ChUsershnadhirah_saiful\DocumentstCutlook Erowse...
Cancel

Figure 8: Select OK
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