
Please click on 
‘File’ on your 
Outlook’s Top 
Menu Bar for 
starting the 
Archiving mails 
and mail folders.



Click on ‘Archive’



Here you will see 
the mail boxes and 
folders that can be 
archived.  Select it 

by highlighting 
(clicking )

Over here you can 
setup up to any 
previous date that 
you want to be 
archived and then 
click ‘OK’ to 
proceed.



When it finished Archiving, a 
new folder named ‘Archive 
Folders’ will show up on 
Outlook Folder List.  I had 
archived my ‘Inbox’ folder 
from ‘Personal Folders’.  You 
can see a new ‘Inbox’ in 
Archive Folders that has the 
specified mails moved.


