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1. Archive emails in Outlook Desktop App

Step 1: On the desktop app, click on the “File” tab at the top left of the screen.

Inbox - v-zhaolan@TP.EDU.SG - Qutlook

Send / Receive  Folder View ‘::;F' Tell me what you want to do...

[~ o R CeReply a||rll | @ [FH

— - @Reply All CL%,]_v

New New z@ Delete Quick Move Tags Find Adobe Send Calendar
Email ltems ~ (SForward g~ Steps ~ - > @ & Track -
New Delete Respond Quick Steps Calendar ~

Step 2: Click on “Mailbox Cleanup”.

Inbox - v-zhaolan@TP.EDU.SG - QOutlook ? — O X

S = e

(/'] v-zhaolan@TP.EDU.SG
l-/) Microsoft Exchange

Save Attachments == Add Account

Save As

Print 2 Account Settings
‘O Change settings for this account or set
Office Account Account up more connections.
Settings Access this account on the web.
Options https://excahubprd1.tp.edu.sg/.../
Exit
Automatic Replies (Out of Office)
€« Use automatic replies to notify others that you are out of
Automatic office, on vacation, or not available to respond to e-mail
Replies messages.
= Mailbox Cleanup
L Manage the size of your mailbox by emptying Deleted Items
Cleanup and archiving.
Tools ~
a Rules and Alerts

=) Use Rules and Alerts to help organize your incoming e-mail
Manage Rules messages, and receive updates when items are added,
& Alerts changed, or removed.

Slow and Disabled COM Add-ins

J_O Manage COM add-ins that are affecting your Outlook
Manage COM | experience.
Add-ins
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Step 3: A pop-up will appear. Click on “Archive”.

= Mailbox Cleanup...

Fl

/J
¥ Manage mailbox size with I

advanced tools.

~ Empty Deleted Items Folder
| &
' Permanently delete all items |

in the Deleted ltems folder.

@ Archive... r
[=]

Mowve old items to Archive
Folders in the folder list.

Step 4: Choose the emails that you want to archive in “Archive items older
than:”. To choose where to save the archived emails, click “Browse”.

L

Archive X

() Archive all folders according to their AutoArchive settings

(®) Archive this folder and all subfolders:

v £3 v-zhaolan@TP.EDU.SG A
Conversation History

Inbox (160)
=1 Sent ltems

Cutbox
2] Deleted Items (335)

7] Calendar

[&=] Contacts

_i'@ Journal

C@ Junk E-Mail W

Ty

[a]

Archive items older than: |Fri 1/6/2018 ~
Include items with "Do not AutoArchive” checked

Archive file:

Ch\Usersh\w-zhaolan\Documents\Outlook Files\archi Browse...
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Step 5: Choose your file location to save the archived emails and click “OK”.

[ Open Outlook Data Files X
+ « Documents » Outlook Files v U Search Outlook Files R {
L
Organize ~ New folder s - (7]
R ~

= This PC Name Date mol

s 3D Objects E5 archive 26/7/20

m Desktop &5 archive-20180101-Before 26/7/20

|5 Documents
# Downloads
D Music
= Pictures
B Videos
i Local Disk (C;)

¥ Network v <

S N ET Al Archive before 2018

Save as type: Outlook data files

+ Hide Folders Tools ~ Cancel

After the archive is done, a folder called “Archives” will appear at the side of
your email.

4 Favorites
Inbox 160
Sent Items

Deleted Items 385
I wv-zhaolan@TP.EDU.SG
 Archives
b Archives

4 Archives-20180601 Before
Deleted Items
Inbox

Search Folders

4 Helpdesk

4 Inbox 1
Thank You
Dell / HP 2
EMAIL SAMPLE
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1.1 Change existing archive folder name

Step 1: Go to “File” tab, click on “Settings” and then “Account Settings”.

Inbox - v-zhaolan@TP.EDU.SG - Outlook ? = O X

e ] v-zhaolan@TP.EDU.SG
Save As ( A
L/ Microsoft Exchange

Save Attachments o Add Account
Print & Account Settings
Q’ Change settings for this account or set
Office Account Acc?unt up more connections.
Settings - Access this account on the web.
Options https://excahubprd1.tp.edu.sg/.../
Exit
Automatic Replies (Out of Office)
< Use automatic replies to notify others that you are out of
Automatic office, on vacation, or not available to respond to e-mail
Replies messages.
= Mailbox Cleanup
[ Manage the size of your mailbox by emptying Deleted Items
Cleanup and archiving.
Tools ~
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail
Manage Rules | messages, and receive updates when items are added,
& Alerts changed, or removed.

DD Slow and Disabled COM Add-ins

=
. Manage COM add-ins that are affecting your Outlook
Manage COM | experience.
Add-ins

Step 2: A pop-up will appear. Click on the “Data Files” tab.

Account Settings X

E-mail Accounts

You can add or remove an account. You can select an account and change its settings.

E-mail  Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

:JNew... P repar. P change.. @ setasDefalt ¥ Remove & B

Name Type
@ v-zhaolan@TP.EDU.SG Microsoft Exchange (send from this account by default)

Selected account delivers new messages to the following location:

v-zhaolan@TP.EDU.SG\Inbox
in data file CAUsers\v-zhaolan\..\Microsoft\Outlook\v-zhaolan@TP.EDU.SG.ost

Close
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Step 3: Double-click on the folder you want to edit.

Account Settings

Data Files
Qutlook Data Files

E-mail DataFiles RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books

~3Add... ? Settings... 0 Set as Default x Remove [ Open File Location...

Name Location
Archives C\Users\v-zhaolan\Documents\Qutlook Files\archive-20180101-Before.pst
Archives C\Users\v-zhaolan\Documents\Outlook Files\Archive before 2018 pst

Archives-20180601 Befo.. C:A\Users\v-zhaolan\Documents\Outlook Files\archive pst

@ v-zhaolan@TP.EDU.SG C:\Users\v-zhaolan\AppData\Local\Microsoft\Qutlook\v-zhaolan@TP.EDU.5G.ost

Select a data file in the list, then click Settings for more details or click Open File Location to display the

folder that contains the data file. To move or copy these files, you must first shut down Outlook. Tell Me More..
Close
Step 4: Rename to your desired folder name and click “OK”.
| o . - i - Pt
7 Outlook Data File X |
13
General h
Name: Archives before 2018 i
h
¥ Filename: ‘ CA\Users\v-zhaolan\Documents\Outlook Files\archive—2‘ itl
Format: ‘ QOutlook Data File ‘
Change Password.. Changes the passuivord used to access
the Outlook data file
1 Compact Now R.‘educes the size of your Outlook data |
file
| Lc
la d
Comment
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The changes will be saved, and your folder should show the new name set.

4 Favorites
Inbox 160
Sent Items

Deleted Items 385
> v-zhaolan@TP.EDU.SG
> Archives
> Archives before 2018

4 Archives-20180601 Before
Deleted Items
Inbox

Search Folders

4 Helpdesk

4 Inbox 1
Thank You
Dell / HP 2
EMAIL SAMPLE
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2. Archive Emails in Outlook on the Web

2.1 To archive a single email message

Step 1: Right click the email you wish to archive in your inbox.

Step 2: Hover over either “Copy” or “Move” and select “Archive”.

iti  Outlook £ Search ® @ & a @

= m il Delete = Archive © Junk « Sweep EJ Moveto ¥ <7 Categorize © Snooze ™

“  Favorites ©) Focused  Other Filter

£ Inbox 4

B Sentltems

#  Drafts Delete
Add favorite Archive
Move
~  Folders
Copy > B Archive
£ Inbox 4 - s | A
Categorize £ Inbox
& Duafts Mark as read B Deleted ltems
B~ Sentltems Flag New folder
[l Deleted ltems @ Snooze > Copy to a different folder..
©  Junk Email Ignore
Today Sec ptions
B Archive e yopten
View
O Motes O .
Advanced action
Conversation
= 1] £ >

Property of ITS, Copyright ©
(template ver. Oct 2018) Page 9 of 12



Temasek Polytechnic Student Guide for Archiving Outlook Emails on app and web | 05/2021 |

2.2 To archive several continuous emails messages

Step 1: Press and hold the “Shift” key on your keyboard.

Step 2: Click on the first and last message in the group you wish to archive.
(Outlook Web Access will select all of the email messages including and
between those you selected).

Step 3: Release the "Shift" key and click on the "Move" option in the middle of
the screen.

Step 4: Click on “Archive”.

i Outlook 2 Search ® @ o Q @
= m il EmptyFocused & Archive & Junk & Sweep B3I Moveto 7 Categorize © Snooze

“  Favorites @ Focused  Other Filter -

-]
£ Inbox 4

B Sentltems

& Drafts
° (V]
Add favorite
' Folders Everything in Focused is selected
(-]
2 Inbox 4 [i] Empty Focused
& Drafts W Flag -
il i, O Search for a folder
B Sentltems B Markasre  Moye to Other inbox
i Deleted ltems ° £3 Markas ut B Archive
®  Junk Email B1 Maove [l Deleted ltems
B Archive X Cancel New folder
O Notes o Move to a different folder
Comvereation Move all messages from
= @ A&
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2.3 To archive several separate email messages

Step 1: Press and hold the “Ctrl” key on your keyboard.

Step 2: Click on each email you want to archive.

Step 3: Release the “Ctrl” key and click on the “Move” option in the middle of

the screen.

Step 4: Click on “Archive”.

£ Search

] Delete B Archive & Junk § Sweep B Moveto { Categorize ® Snooze

Favorites Z) Focused  Other Filter
£ Inbox 4

= Sent ltems

Drafts Yesterday

Add favorite
»  Folders
nbox 4
Drafts
B Sentltems
Deleted Items
Junk Email
Archive
Notes
Conversation

= =

/

3 conversations selected

1ing in your Inbox folder
Del
lag )
\.'I.'HL. asre
Mark as ut B Archive

Move [l Deleted Items
New folder
Move to a different folder

Move all messages from.
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3. Contact Us

For any further enquiries or issues, contact TP’s IT Service Management (ITSM)
Centre at 6780 5933 or email at itsm@tp.edu.sg. Our center is located at East
Wing Building, Block 1A, Level 4, Unit 02.

A

29 208 208 Oumy,,

> l~p°'«o
SOUTH /
30
268 /

ot CENTRAL
< 26A & “aakds TRy
* o o Ga¥Gy,
2 30a | 1308 “WRog AR
«
<
S 26

28
EAST S . )27 WEST
s % , O 280 > 31A
IT Service 8A @ 0 ‘?":‘:'.".
Management | i ) 3 (y‘_*_.-u 250 o
Centre § s o] o= y Y 2 psex % w\ ¢
2 CONVENTION = 6
2|3 6 4 9 el el A% 2 = o VILLAGE
B Y &
] MAIN : 13 & a3
CAR PARK C H : s
— SATE — Car PARK E g ©
— EAST GATE ¥
~— WEST Garg

IT Service Management Centre East Wing Building, Block 1A, Level 04, Unit 02 CAMPUS MAP

Locate us via lift lobby 57, 58, & 59 (turn right when exit the lift)

The operating hours of the Centre are:

Mondays to Fridays: 8.00am to 9.30pm (except for September vacation period where
closing time will be at 6.30pm)

Saturdays: 8.00am to 1.00pm
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