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Hudng dan Archive toan b6
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1. Huéng dan nhanh

Chon File > Chon Info > O muc Tools chon Clean Up Old Items...> Nhap vao tuy chon Archive
this folder and all subfolders > Chon thu muc ban muén luu trlr > Nhap ngay méc luu trir >
Tich vao 6 Include items with “Do not AutoArchive” checked > Nhan OK.

2. Hudng dan chi tiét

Budc 1: Chon File.
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Budc 2: Chon Info, & muc Tools chon Clean Up Old Items...

Account Information

|_|-|_| Info

u dailarm.nguyen@solenc.wvn
Microsoft Exchange
+ Add Account

/O Account Settings
<

Change settings for this account or set up more
Account connections.
Settings ~ "

Open & Export

Save As

Save Attachments

Access this account on the web.

Print

https/outlook.office365.com/owa/solenc.vn/
= Get the Qutlook app for i0S or Android.

Change
U Automatic Replies (Out of Office)
= Use autornatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to email messages.
Replies

Mailbox Settings

Manage the size of your mailbox by emptying Deleted ltemns and archiving.
Tools I

m 485 GR free nf 49 5 GB

l@ Mailbox Cleanup...

Manage mailbox size with 5
advanced tools.

help arganize your incoming email messages, and receive

Empty Deleted Items Folder : added, changed, or removed.

Permanently delete all iterns
in the Deleted ltems folder.

F' Clean Up Old Items...
™

Move old items to an eb Add-ins for Outlook.
Outlook Data File,

Budc 3: Nhap vao tuy chon Archive this folder and all subfolders va chon thu muc ban muén
luu tri.
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Archive >

ir AutoArchive settings
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Budc 4: Trong muc Archive items older than hay nhap ngay mac luu tri.
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Budc 5: Tich vao 6 Include items with “Do not AutoArchive” checked dé |uu trir cdc muc
riéng 1é bi loai trir khdi tinh nang luu trit tu déng. Tuy chon nay khoéng xdéa loai trir dé khdi cdc muc
nay ma chi bé qua cai dat khéng tu dong luu trr chi cho ban luu trir nay.

Budc 6: Kiém tra duong dan luu file Archive: Chon Browse... => chon duéng dan muén

luu file

Budc 7: Nhan OK dé luu.

Archive >

O Archive all folders according to their AutoArchive settings
@Archiv& this folder and all subfolders:
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Cach ma file archive trong
Outlook

1. Huéng dan nhanh

Chon File > Chon Open & Export > Chon Open Outlook Data File > Chon file Archive > Chon
Open.

2. Hudng dan chi tiét

Budc 1: Chon File.
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Budc 2: Chon Open & Export va chon Open Outlook Data File.
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/ Open Calendar

Open & Export Eﬁ Open a calendar file in Outlook (.ics, ves).

Calendar

Save As

ﬁ Open Outlook Data File

C
RaEl L Open an Outlook data file (.pst).
Open Outlook
Print Data File
« Import/Export
? Import or export files and settings.
Import/Export

Other User's Folder

Open a folder shared by another user,

EHQ
Other User's
Folder

Budc 3: Chon file Archive va chon Open.
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