
Archiving will move emails off of the network mail server to your local computer, where you will still be able to access them 
through Outlook. Archiving regularly helps free space on Diné College’s email servers. 

You can archive items manually whenever you want. That way, you can control which items to archive, where to store them, and 

how old an item needs to be before it can be archived. 

1.  Click File > Cleanup Tools > Archive 

2. Click the Archive this folder and all subfolders option, 

and select the folder you want to archive. 

3. Under Archive items older than, enter a date. 

4. Check the Include items with "Do not AutoArchive" 

check box to archive individual items that are excluded 

from automatic archiving. 

5. Click Ok. 

6. After the archive runs, the emails will be removed from 

your Inbox and subfolders. You will find these emails 

under the Archives heading in the left sidebar in Out-

look, as shown below. Expand Archives to see all the 

folders by clicking the arrow to the left of the word Ar-

chives. See the contents of any folder by clicking on the 

folder name. 

7.  To return to your inbox, click the arrow button in the 

upper-left-hand corner of the Outlook window.  


