
Thunderbird:	Archive	Mail	
Locally	on	Mac	

This	guide	will	show	step-
by-step	instruc;ons	for	

archiving	e-mails	locally	on	
your	computer.	This	is	

necessary	to	save	space	on	
the	webhost	server.			



A?er	opening	the	Thunderbird	applica;on,	find	Local	Folders	in	
the	le?	side	column	of	the	window.	Right	click	or	Ctrl+Click	on	

Local	Folders	and	select	New	Folder.	



Name	the	new	folder	as	you	would	like	to	see	it.	When	ready	
click	Create	Folder.	



Go	to	Tools	in	the	menu	bar	at	the	top	of	the	screen	and	select	
Account	SeKngs.	



In	the	window	that	opens	go	to	1.	Copies	&	Folders	under	the	e-mail	
account	you	want	to	set	up	archiving	for.	2.	Choose	other	and	3.	find	
Local	Folders	in	the	drop	down	menu	to	the	right.	4.	Select	the	folder	

you	just	created.	5.	Go	to	Archive	Op;ons.	



In	the	window	that	opens	select	how	you	would	like	the	folder	to	
organize	e-mails.	If	you	get	a	high	volume	of	e-mails	it	is	a	good	idea	to	
select	Monthly	archived	folders.	The	example	window	will	show	you	
what	you	can	expect	to	see.	Click	OK	when	ready.	Click	OK	on	the	

Account	SeKngs	window	when	ready.	



Tes;ng	the	Archive	Func;on:	
Select	an	e-mail	from	the	account	you	have	just	set	up	for	archiving.	Right	click	or	Ctl+click	on	
the	e-mail	and	select	Archive.	A	message	window	may	pop	up	asking	if	you	want	to	compact	

your	messages.	Choose	Compact	Now.	The	e-mail	should	disappear.		



Find	your	newly	created	archive	folder	under	the	Local	Folders.	If	you	
chose	to	have	the	archive	folder	organized	by	month,	there	will	be	a	
folder	for	the	year	with	a	sub	folder	for	the	month.	You	should	see	the	

archived	e-mail	in	the	archive	folder.		



To	archive	all	e-mails	press	⌘+a	to	select	all,	then	right	click	or				
Ctrl+click	and	select	Archive	from	the	menu	that	opens.	Do	the	

same	for	your	Sent	folder.		
Alternatively you can sort through you e-mails and delete what you do not need to keep and archive what you do.	



The	archived	e-mails	will	be	organized	in	folders	by	year	or	month	under	
the	archive	folder	depending	on	which	op;on	you	chose	in	the	Advanced	

sec;on.	The	image	below	shows	a	monthly	organiza;on	of	e-mails.	



The	folders	can	s;ll	be	searched	with	the	Quick	Filter	func;on	at	the	top	
of	the	window	as	well	organized	by	clicking	the	;tles	of	each	column.	



SeKng	up	a	Signature:	
SD	e-mails	should	all	use	the	standard	signature	for	outgoing	mail.	Use	the	

below	format	and	confiden;ality	no;ce	for	your	signature.		



To	setup	a	signature	go		to	Account	SeKngs.	Select	the	account	
you	want	to	setup	a	signature	for.	And	enter	the	your	

informa;on	along	with	the	confiden;ality	no;ce	as	seen	on	the	
previous	page	into	the	Signature	text	box.	Click	OK	when	done.		



Junk	SeKngs:	
While	in	the	Account	SeKngs	window,	go	to	Junk	SeKngs	to	enable	

junk	filters	in	case	any	spam	makes	it	past	the	webhost.	Junk	messages	
should	be	set	to	go	to	the	Junk	folder	on	the	sdplus.org	account.	



Next,	go	to	Server	SeKngs	and	make	sure	that	deleted	messages	
are	moved	to	the	Trash	on	the	sdplus.org	account.	



Finally,	go	to	Synchroniza;on	and	Storage	and	set	your	account	to	
delete	messages	older	than	365	days.	Select	OK	when	finished.	

A?er	carefully	reading	through	this	tutorial	please	contact	IT	if	you	have	further	
ques;ons.		


