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An Archive file is just like a .PST file.  In fact, it is a .PST file.  However, an Archive file differs 
from a personal storage folder in that with an Archive file you cannot manually create folders 
and subfolders.  With an Archive file, you also cannot pick and choose specific messages to 
move to it, but can only move messages based on a date range you specify.  To understand how 
an Archive file works, let’s jump right in and create one: 
 
In Outlook 2013 
 

1. Go to File and click on Cleanup Tools. 
 

 
 

2. Then, select Archive. 
 



 
 
 The following Archive window will appear: 
 

 
 

The entire mailbox or a specific folder can be selected for archiving.  To illustrate what 
happens when you select a folder, a test folder called ‘Test’ has been created as an 
example. 

 



 
 

For this illustration, the Test folder contains three subfolders (Folder 1, Folder 2, and 
Folder 3): 

 
Folder 1 contains a message dated 12/9/2014. 

 

 
 

Folder 2 contains a message dated 6/12/2014 and one dated 11/18/2013. 
 

 
 

Folder 3 contains a message dated 11/13/2013. 
 



 
 

 
3. Now, select the folder (or entire mailbox if desired), then a date, and then a name for the 

Archive file.  In this example, the Test Folder has been selected and an Archive file name 
given of ‘Archived Email’.  Remember, the Archive file is being created and not a .PST 
file that has already been created.   

 

 
 

A date of 1/1/2014 has been chosen.  This means that message older than the date picked 
(in this case prior to 1/1/2014) will be moved to the Archive file. 
 

4. Click OK.  Messages older than 1/1/2014 will now be moved to the Archive file. 
 
The Archive folder shouldn’t automatically appear in Outlook with the folder name of 
‘Archives’.  If it doesn’t appear, attach to it the same way as you connect to any other .PST file: 
 

a. Go to File and then ‘Open & Export’. 
 

b. Select ‘Open Outlook Data File’ and then browse to the file, select it, and click OK. 
 



 
 

Notice that the Archive folder contains the three subfolders (Folder 1, Folder 2, and Folder 3) 
under the Test Folder.   

 
Important:  A subfolder will be created in the Archive file, regardless of whether or not messages 
are moved to it that match the date range specified during the Archive file creation. In the 
example we’ve been using (a Test Folder with Folder 1, Folder 2, and Folder 3 subfolders), a 
message in Folder 2 and a message in Folder 3 matched the date criteria given (prior to 
1/1/2014); the messages were dated from 2013. 

 
Looking at the subfolders in the Archive file, we see the following for Folder 1: 

 

 
 

Note that Folder 1 is empty.  The source Folder 1 contained a message dated 12/9/2014, 
which was outside the date range of ‘prior to 1/1/2014).  However, the process still created 
the folder. 

 
Folder 2 in the Archive file contains: 

 



 
 

Folder 3 in the Archive file contains: 
 

  
 
So, when using the Cleanup Tools – Archive function, all subfolders existing in the source folder 
or mailbox will be recreated in the Archive file.  Only messages falling within the range 
specified will be moved.  If a subfolder contains messages outside the date range, the folder will 
still get created; it will just be empty. 
 

Archive Concepts 
 
What Can Be Archived? 
 
You can archive: 

• a mailbox 
• a folder in the mailbox 
• a personal storage folder (.PST) 
• a folder within the .PST file. 

 
Many of you already have personal storage folders (.PST) on your H: drive.  And, many of you 
have very large .PST files, some of which are 10 – 20 gigabytes in size and contain several years 
of messages. 
 
Archive By Year 
 
For those of you with messages spanning several years, located either in your online 
Exchange mailbox or in a single .PST, it’s recommended that you archive and organize 
messages based on calendar year.   
 
To do this, you would work from the oldest date to the newest.  For example, let’s say you have 
messages from 2008 until present and you want to create an Archive file for each calendar year.  



When creating the first Archive file, you would select a date of (prior to) 01/01/2009 and a name 
of the Archive file such as ‘Archived Email 2008’.  This would move all email older than 
January 1, 2009 to the new Archive file, capturing all your 2008 messages. 
 
You would then create the next Archive file with a date of (prior to) 01/01/2010 and an Archive 
file name such as ‘Archived Email 2009’.  Since you have already moved 2008 messages, this 
would then move 2009 messages to the ‘Archived Email 2009’ file.  You would do this same 
process for 2011 (selecting a date prior to 01/01/2012), 2012 (selecting a date prior to 
01/01/2013), and perhaps 2013 (selecting a date prior to 01/01/2014), working from oldest to 
newest dates, creating Archive files for each years’ worth of messages. 
 
So, for those of you with extremely large .PST files, you can break these up into smaller Archive 
files.  The next step would be to move these smaller Archive files to either USB flash drives or 
DVD.  The next chapter in these instructions will discuss moving the files off server resources. 
 
 
 
 
 


