
Practical Guide to Managing Your Inbox and Archives 
Managing your Outlook 365 inbox and archives efficiently is crucial for maintaining productivity and 
organization. Follow these practical steps to ensure your email management stays streamlined:  

 

Managing Your Inbox 
1. Organize with Folders 

Create folders for different categories such as work projects, personal emails, and 
subscriptions. This keeps your inbox tidy and makes finding specific emails easier. 
 

2. Deleting Unnecessary Emails 
Regularly review and delete emails you no longer need. This helps reduce clutter and keeps 
your inbox manageable. 
 

3. Using Rules: 
Set up rules to automatically sort incoming emails. For example, you can move emails from 
specific senders or with certain keywords directly to designated folders. 
 

4. Archiving Old Emails: 
Instead of keeping all emails in your inbox, archive older ones that you want to keep but 
don’t need to access frequently. Archiving helps maintain a clean inbox while preserving 
important emails. 

Maximizing Space 
 

1. Emptying the Deleted Items Folder. 
Permanently delete emails by emptying the Deleted Items folder regularly. This frees up 
storage space and improves performance. 
 

2. Managing Attachments. 
Save attachments to your computer, OneDrive, or other storage locations instead of keeping 
them in emails. This reduces the size of your mailbox. 
 

3. Avoiding Large Attachments 
Whenever possible, use file-sharing services like OneDrive for sending or receiving large 
attachments. This prevents your mailbox from becoming overloaded. 

 



Using Archives 
 

1. Understanding Archiving. 
Outlook 365 archives move older emails from your main mailbox to a separate archive 
mailbox. This helps keep your main mailbox clean without deleting important emails.  

 

2. Setting Up Auto-Archive. 
Configure auto-archive settings to automatically move emails older than a specified period 
from your main mailbox to the archive. This ensures your main mailbox remains efficient 
and responsive. 

 

3. Accessing Archived Emails.  
You can access archived emails anytime by opening the archive mailbox in Outlook. 
Archived emails remain searchable and accessible whenever needed. 

 

Tips for Better Email Management 
 

- Regular Maintenance.  
Dedicate a few minutes daily to manage your inbox—delete unnecessary emails, organize 
important ones, and archive older ones. 
 

- Effective Searching. 
Utilize Outlook’s search feature to quickly find specific emails by sender, subject, or 
content instead of manually scrolling through hundreds of emails. 
 

- Limit Email Storage. 
Consider setting limits on how much email you keep in your inbox or archive to encourage 
regular cleanup and prevent overload. 

Summary 
By following these straightforward guidelines, you can effectively manage your Outlook 365 inbox, 
optimize storage space, and ensure you can find important emails when needed. These practices 
not only save time but also enhance productivity in both professional and personal contexts. 

 


