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How to Archive in Outlook: A Complete Guide to Managing Your Emails Efficiently

how to archive in outlook is a question many users ask when their inbox starts to feel
cluttered or they want to keep important emails safe without deleting them. Archiving in
Outlook is a fantastic way to organize your emails, reduce inbox overload, and improve
overall email management, especially when dealing with thousands of messages. Whether
you’re using Outlook on Windows, Mac, or the web version, understanding how to archive
properly can save you time and keep your communication streamlined.

Why Archiving Emails in Outlook Matters

Before diving into the steps of how to archive in Outlook, it’s helpful to understand why
archiving is beneficial. Unlike deleting emails, archiving moves messages out of your inbox
but keeps them accessible for future reference. This process helps free up space, declutter
your active inbox, and maintain important correspondence without losing it.

Archiving also improves Outlook’s performance because a heavily loaded inbox can slow
down search functions and loading times. Moreover, having a well-organized archive makes
it easier to find emails when you need them, especially if you rely on email for work or
personal projects.

How to Archive in Outlook: Different Methods

Depending on the Outlook version and your preferences, you can archive emails in several
ways. Let’s explore the most popular options and how to use them effectively.

Using the Archive Button

For users with Outlook 2016, Outlook 2019, and Outlook for Microsoft 365, Microsoft
introduced a straightforward Archive button that simplifies the process:

1. Open Outlook and select the email or multiple emails you want to archive.
2. Look for the “Archive” button in the ribbon at the top of the window (usually near
“Delete” and “Move” options).
3. Click “Archive,” and the selected emails will move to the Archive folder automatically.

This method is the quickest way to archive without configuring any settings. The Archive
folder acts as a dedicated space for emails you want to keep but remove from the inbox.



Manual Archiving Using AutoArchive

Older versions of Outlook or users who want more control over archiving may prefer the
AutoArchive feature. AutoArchive automatically moves or deletes old emails based on rules
you set:

1. Go to File > Options > Advanced.
2. Under the “AutoArchive” section, click “AutoArchive Settings.”
3. Configure how often AutoArchive runs, where the archived emails will be stored, and how
old emails must be to qualify for archiving.
4. You can also specify if you want emails to be deleted instead of archived after a certain
period.
5. Click “OK” to save your settings.

Once enabled, AutoArchive helps keep your mailbox tidy by automatically moving older
emails to a separate archive file (.pst), which you can open anytime within Outlook.

Archiving Emails Manually to a PST File

Another popular way to archive is by manually moving emails to a Personal Storage Table
(PST) file. This method is particularly useful if you want to back up emails or keep them
offline:

1. In Outlook, click File > Info > Tools > Clean Up Old Items.
2. Choose “Archive this folder and all subfolders.”
3. Select the folder you want to archive (e.g., Inbox).
4. Set a date under “Archive items older than,” which will determine the cutoff for
archiving.
5. Browse to select or create a PST file where archived emails will be saved.
6. Click “OK” to start the archiving process.

Manually archiving to PST files is powerful because it allows you to store emails externally
and keep your primary mailbox size manageable.

How to Access Archived Emails in Outlook

Once you’ve archived your emails, it’s important to know how to retrieve or view them
when necessary. The process differs slightly depending on your archiving method.

Accessing the Archive Folder

If you used the Archive button or AutoArchive, Outlook usually creates an Archive folder
within your mailbox or adds an archive data file:



- Simply look for the “Archive” folder in your folder pane.
- Click on it to browse your archived emails just like any other folder.
- You can search within this folder using Outlook’s search bar for specific messages.

Opening PST Archive Files

For manual .pst file archives:

1. Go to File > Open & Export > Open Outlook Data File.
2. Browse to the location of your PST archive file and open it.
3. The archive will appear as a new set of folders in your Outlook sidebar.
4. You can move emails back to your primary mailbox or read them directly from the
archive.

This method ensures your archived data is accessible but separated from your active
mailbox, keeping things organized.

Tips for Effective Email Archiving in Outlook

Mastering how to archive in Outlook can be even more beneficial when combined with
thoughtful practices. Here are some tips to enhance your email archiving experience:

Set Regular Archiving Intervals: Schedule AutoArchive to run weekly or monthly to
prevent your mailbox from getting too large.

Use Rules to Sort Emails: Create rules to automatically move certain emails to
folders or archive them based on sender, subject, or keywords.

Keep Your Archive Organized: Create subfolders inside your Archive folder or PST
file to categorize emails by project, date, or client.

Backup Your PST Files: Since PST files are stored locally, it’s wise to back them up
regularly to avoid accidental data loss.

Know Your Storage Limits: Be aware of your mailbox or PST file size limits to
prevent corruption or performance issues.

Archiving in Outlook Web App (OWA)

If you’re using Outlook on the web through Office 365 or Outlook.com, archiving works
slightly differently but remains straightforward:



- Select one or more emails in your inbox.
- Click the “Archive” button (usually represented by a folder icon with a down arrow).
- The emails will move to an Archive folder accessible from the folder list pane.

This method helps users keep their web inbox tidy without deleting messages. You can also
right-click on emails and choose “Archive” for quick access.

Understanding the Difference Between Archiving
and Deleting

It’s worth noting that archiving is not the same as deleting. When you delete an email, it
usually goes to the Deleted Items folder and can be permanently removed later. Archiving
keeps emails safe and searchable but removes them from your active inbox view.

Knowing this difference helps prevent accidental loss of important information. Archiving is
ideal for emails you want to keep but don’t need to see every day, while deleting is for
unwanted or obsolete messages.

Common Issues and How to Troubleshoot
Archiving in Outlook

Sometimes, users encounter problems when trying to archive emails. Here are a few
common issues and simple fixes:

Archive Button Missing: Ensure you’re using a supported version of Outlook and
that your mailbox is connected to an Exchange or Office 365 account.

AutoArchive Not Running: Double-check AutoArchive settings and make sure the
scheduled time is set correctly. Also, confirm that AutoArchive is enabled.

PST File Corruption: Large PST files can become corrupted. Use Outlook’s Inbox
Repair tool (scanpst.exe) to fix issues.

Archived Emails Not Showing: Verify that the archive folder or PST file is properly
added to your Outlook profile.

Having a basic troubleshooting checklist can save you time and keep your archiving
process smooth.

How to archive in Outlook is an essential skill for anyone who deals with a high volume of
emails daily. By understanding the different archiving options—whether using the simple
Archive button, configuring AutoArchive, or managing PST files—you can keep your inbox
organized and your email experience efficient. With a bit of practice and organization,



archiving can transform how you handle your email communications.

Frequently Asked Questions

How do I archive emails manually in Outlook?
To archive emails manually in Outlook, select the emails you want to archive, then click on
the 'Archive' button in the toolbar. Alternatively, you can right-click the selected emails and
choose 'Archive' from the context menu.

What is the difference between archiving and deleting
emails in Outlook?
Archiving emails moves them out of your inbox into the Archive folder, keeping them
accessible for future reference, while deleting emails moves them to the Deleted Items
folder or permanently removes them.

Can I set up automatic archiving in Outlook?
Yes, Outlook allows you to set up AutoArchive, which automatically moves old emails to an
archive folder based on your defined settings. You can configure this in Outlook's Options
under the 'Advanced' tab.

Where are archived emails stored in Outlook?
Archived emails are stored in the Archive folder within your Outlook mailbox or in a
separate .pst file on your computer if you use AutoArchive with local archiving.

How do I access archived emails in Outlook?
You can access archived emails by opening the Archive folder in your Outlook folder pane.
If your archive is stored in a .pst file, you may need to open the archive file via 'File' >
'Open & Export' > 'Open Outlook Data File.'

Is archiving emails in Outlook available for all account
types?
Archiving is available for most account types in Outlook, including Microsoft 365, Exchange,
and Outlook.com accounts. However, the availability and behavior may vary depending on
your account type and Outlook version.

How do I disable AutoArchive in Outlook?
To disable AutoArchive, go to 'File' > 'Options' > 'Advanced' > 'AutoArchive Settings,' and
uncheck 'Run AutoArchive every X days.' This will stop Outlook from automatically archiving
your emails.



Can I customize the AutoArchive settings in Outlook?
Yes, you can customize AutoArchive settings by going to 'File' > 'Options' > 'Advanced' >
'AutoArchive Settings.' Here, you can set the frequency, specify folders to archive, and
choose where to store archived files.

How do I archive emails in Outlook on the web
(Outlook.com)?
In Outlook on the web, select the emails you want to archive, then click the 'Archive' icon in
the toolbar. Archived emails will be moved to the Archive folder, accessible from the folder
list.

Does archiving emails in Outlook free up mailbox
storage space?
Archiving emails in Outlook moves them to the Archive folder, which may or may not
reduce mailbox storage depending on whether the archive is stored locally or on the server.
Local archives (.pst files) free up server space, while server-based archives do not.

Additional Resources
How to Archive in Outlook: A Comprehensive Guide to Managing Your Email Efficiently

how to archive in outlook is a question frequently posed by both casual users and
professionals seeking to optimize their email management. Microsoft Outlook, a
cornerstone in enterprise communication, offers robust archiving features designed to help
users maintain an organized inbox, improve search efficiency, and manage storage limits.
This article delves into the nuances of Outlook’s archiving capabilities, providing a thorough
analysis of methods, tools, and best practices to help users harness this functionality
effectively.

Understanding Archiving in Outlook

Archiving in Outlook refers to the process of moving older emails from the primary mailbox
to a separate storage location, typically an archive folder or file. Unlike simply deleting
emails, archiving preserves messages for future reference while decluttering the main
inbox. This function is crucial for users who receive large volumes of emails daily or operate
under storage quotas imposed by their email servers.

Outlook supports several archiving methods, including manual archiving, AutoArchive, and
cloud-based archive policies integrated with Microsoft 365 subscriptions. Each method
caters to different user needs and organizational policies, making it essential to understand
their differences and applications.



Manual Archiving: Control at Your Fingertips

Manual archiving is the most straightforward approach to managing emails in Outlook.
Users select specific messages or folders and move them to a designated archive folder
either within the mailbox or as a separate Outlook Data File (PST). This method is favored
by users who prefer granular control over which emails to archive and when.

To manually archive emails in Outlook:

Select the emails or folders you want to archive.1.

Right-click and choose “Move” > “Other Folder.”2.

Select the archive folder or create a new one if necessary.3.

Alternatively, users can drag and drop emails directly into the archive folder, streamlining
the process. While manual archiving offers flexibility, it requires consistent user
engagement, which can be a drawback for professionals with heavy email traffic.

AutoArchive: Automating Email Management

Introduced in earlier versions of Outlook, AutoArchive automates the archiving process
based on user-defined criteria such as email age. This feature periodically moves older
emails out of the active mailbox, thereby helping maintain optimal mailbox size and
performance.

AutoArchive settings allow customization of:

Archive frequency (e.g., every 14 days)

Age threshold for emails to be archived

Destination archive file location

Whether to delete expired items

While AutoArchive simplifies email management, it has limitations. For instance, it only
applies to POP3 and IMAP accounts, and not to Exchange or Microsoft 365 mailboxes where
archiving policies are managed server-side. Additionally, if not configured carefully, users
might lose track of archived emails due to automatic movement.



Archiving with Microsoft 365 and Exchange Online

Modern Outlook versions integrated with Microsoft 365 or Exchange Online offer advanced
archiving capabilities through server-side policies. These cloud-based archives provide
users with an “In-Place Archive” mailbox, which appears alongside the primary mailbox,
allowing seamless access to archived emails without manual file management.

Key advantages of this approach include:

Unlimited or significantly increased storage compared to local PST files

Retention policies managed by IT administrators

Compliance and legal hold features integrated for enterprise needs

Searchable archive directly within Outlook and Outlook on the web

This model suits organizations with regulatory requirements and users who require
effortless access to historical emails without the risks associated with local file corruption or
loss.

Practical Steps to Archive Emails in Different
Outlook Versions

Outlook’s user interface and archiving options can vary across versions, from Outlook 2010
to the latest Outlook for Microsoft 365. Understanding these differences ensures users can
archive efficiently regardless of their platform.

Archiving in Outlook 2016 and Later

For Outlook 2016, 2019, and Microsoft 365 desktop clients, manual archiving is generally
consistent:

Navigate to the “File” tab and select “Tools.”

Click “Clean up old items” to open the archive dialog box.

Choose the folder to archive and set the cutoff date for emails to move.

Select the archive file destination or create a new archive PST file.

Confirm and run the archive process.



These versions also support AutoArchive, though it may be disabled by default. Users can
enable and customize it under “Options” > “Advanced” > “AutoArchive Settings.”

Using Outlook on the Web (OWA)

For users accessing Outlook via a browser, archiving options differ significantly. Instead of
moving emails to PST files, OWA offers “Archive” buttons or folders that quickly relocate
emails from the inbox to a dedicated archive folder on the server.

This method is instantaneous and does not require manual file management, making it
ideal for mobile or remote users. However, OWA lacks the granular archive settings found in
desktop clients, reflecting a trade-off between convenience and control.

Pros and Cons of Archiving in Outlook

Understanding the benefits and drawbacks of Outlook archiving helps users select the best
approach for their needs.

Advantages

Improved mailbox performance: Archiving reduces the size of the active mailbox,
enhancing Outlook’s speed and responsiveness.

Better organization: Archived emails are stored separately, simplifying inbox
management and search.

Compliance support: For enterprises, archiving assists in meeting legal and
regulatory requirements.

Data preservation: Archiving maintains access to important historical emails
without cluttering the main mailbox.

Limitations

Complexity: Configuring AutoArchive or server-based policies can be challenging for
non-technical users.

Risk of data loss: Locally stored archive files (PSTs) are vulnerable to corruption or



accidental deletion.

Search fragmentation: Searching across multiple PST files or archives can be less
efficient than a unified mailbox.

Storage limitations: Without cloud-based archives, local storage constraints might
limit archiving capacity.

Best Practices for Effective Archiving in Outlook

To maximize the benefits of archiving while minimizing potential issues, consider these
professional tips:

Regularly review archive settings: Ensure AutoArchive or retention policies align1.
with your current email volume and organizational requirements.

Backup archive files: For users relying on PST files, maintain backups to prevent2.
data loss.

Use server-based archives when possible: Cloud archives provide better security,3.
compliance, and accessibility.

Organize archive folders logically: Create subfolders within archives to categorize4.
emails by project, date, or priority.

Train users: Encourage consistent archiving habits and educate users on locating5.
archived emails efficiently.

Exploring how to archive in Outlook reveals a versatile set of tools tailored to diverse email
management needs. Whether through manual methods, automated settings, or cloud-
based solutions, archiving remains a fundamental practice to maintain productivity and
data integrity in a digital communication environment. As email volumes continue to grow,
mastering these techniques ensures users remain in control of their inboxes without
sacrificing access to vital information.
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