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              1. General Settings 

Choose order statuses  
which should be archived. 
You can select multiple 
statuses at a time. 

Specify the number of 
days before orders  
get archived. 

Support: http://amasty.com/contacts/ 

To specify general extension settings 
please go to System->Configuration-> 
Archive Orders 
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                                1. General Settings 

Set archive order frequency: 
• hourly; 
• two times per day; 
• daily; 
• weekly; 
• monthly; 

Support: http://amasty.com/contacts/ 

User Guide: Order Archive 

This option is responsible for 
archiving orders from the order 
grid (see page 8). If you enable the 
option you’ll able to manually 
archive any orders you need. In 
case the option is disabled, only the 
orders that meet the above 
specified conditions can be 
archived. 
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2. Email Notifications Settings  

Choose email template 
for email notifications 
(see page 10). 
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Enable the option if you 
want to get notified when 
archiving is complete. 
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Specify email address 
for email notifications. 
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                                   3. Force Cron Job Actions 

You can force cron job 
actions and get the 
orders archived at  any 
time you need. 
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                                   4. Archive Orders Grid 

To view archived orders 
please go to Sales -> 
Archive Orders 
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On the grid you can see 
all archived orders. Click 
on the View link to learn 
the details. 
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                               5. Archive Orders from the Orders  grid 
To manually archive 
orders from the Orders 
grid please go to Sales -> 
Orders 
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Specify the orders 
you want to archive. 

After having specified the 
orders for archiving select the 
‘Add to archive’ action and click 
on the ‘Submit ‘ button. All the 
archived orders will be 
removed from the orders grid 
and placed to the Archive 
Orders grid. 

IMPORTANT: In case you’ve  set 
the  ‘Apply Mass Actions to All 
Orders’ option to ‘No’ (see page 4), 
archiving will be applied only to 
orders that meet  conditions 
specified in the General Settings 
tab. 
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                               6. Delete Orders from the Orders  grid 
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User Guide: Order Archive 

Specify the orders 
you want to 
permanently delete 
from the order grid. 

After having specified the orders 
you want to delete, choose the 
‘Delete Permanently’ action and 
click on the ‘Submit’ button. 
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                                             7. Email Notification Template 
To create a new email 
template or edit already 
existing ones, please go 
to System -> 
Transactional Emails 
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After having specified 
the orders for 
archiving select the 
‘Add to archive’ 
action and click on 
the ‘Submit ‘ button. 
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                                         7. Email Notification Template 

Support: http://amasty.com/contacts/ 
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You can customize 
email notification  
template according to 
your needs. 
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Thank you! 

Your feedback is absolutely welcome! 

Should you have any questions or feature suggestions, please contact us at: 

http://amasty.com/contacts/  
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