
How To Merge Emails In Outlook 1

How To Merge Emails In Outlook

How To Merge Emails In Outlook

Downloaded from
web1.enteraskincare.com by Sanaa &

Cabrera

UNDERSTANDING HOW TO MERGE EMAILS IN
OUTLOOK FOR A STREAMLINED INBOX

Email  overload  is  a  universal  challenge  in  today's  fast-paced
digital workspace. If  your Outlook inbox resembles a cluttered
desk with scattered papers, you are not alone. Learning how to
merge emails in Outlook can transform your email management,
saving you hours of lost productivity each week. Merging emails
refers to the process of combining related messages into a single,
organized  thread  or  folder,  making  it  easier  to  track
conversations, find information, and maintain a clean inbox. This
guide  walks  you  through  every  viable  method,  from  built-in
features to manual techniques, ensuring you can implement the
best strategy for your workflow.

WHY MERGING EMAILS MATTERS FOR PRODUCTIVITY

Before diving into the technical steps, it is worth understanding
the core benefits. A merged email structure reduces visual noise.
Instead of seeing ten separate messages from the same client or
project  thread,  you  see  one  cohesive  unit.  This  approach
enhances focus, reduces the cognitive load of scanning multiple

subject lines, and accelerates your response time. Furthermore,
merging emails in Outlook helps with archiving and compliance,
as  related  correspondence  stays  together  for  audit  trails.
Whether  you  are  a  busy  executive,  a  project  manager,  or  a
support specialist, mastering this skill  directly contributes to a
more organized digital life.

METHOD 1: USING THE BUILT-IN CONVERSATION
VIEW

Outlook  offers  a  native  feature  called  Conversation  View  that
automatically groups messages by subject. This is the simplest
way  to  merge  emails  in  Outlook  without  moving  or  copying
anything.  When  enabled,  all  replies  to  an  original  message
appear under a single thread, expandable with a single click.

How to Enable
Conversation View
To activate this feature, open Outlook and navigate to the View
tab on the Ribbon. In the Messages group, check the box labeled
Show as Conversations. You can apply this setting to the current
folder or all mailboxes. Once enabled, Outlook groups messages
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with the same subject line into a conversation hierarchy. Each
conversation  shows  the  total  number  of  messages  in
parentheses. Click the expand arrow to view the entire thread, or
simply click the latest message to read the most recent reply.

Customizing Conversation
View Settings
For  power  users,  Outlook  provides  additional  customization.
Right-click  the  Show  as  Conversations  box  and  select
Conversation  Settings.  From  here,  you  can  choose  to  show
messages  from  other  folders  (like  Sent  Items)  in  the  same
conversation, or always expand conversations by default. These
adjustments ensure that merging emails in Outlook feels intuitive
and tailored to your reading habits.

METHOD 2: MANUAL DRAG-AND-DROP MERGING

When  you  need  more  control  than  Conversation  View  offers,
manual merging remains a reliable option. This method is ideal
for unrelated messages that you want to physically combine into
one email item for reference or forwarding.

Step-by-Step Manual Merge
First, open the primary email that will  serve as the container.
Next, open a second email you want to merge. Select all content
from the second email  by pressing Ctrl+A,  then copy it  with

Ctrl+C. Return to the primary email and either reply or forward it.
Paste the copied content into the body of the new message. You
can repeat this process with additional emails. While this method
is time-consuming for bulk work, it is perfect for creating a single
summary of a project discussion or compiling evidence for a case
file.

Using the Outlook
Clipboard
Outlook's  clipboard  history  can  expedite  this  process.  Press
Windows+V to access the clipboard panel if you have Windows
10 or  newer.  Copy  multiple  email  sections  sequentially,  then
paste them all into one message. This technique reduces back-
and-forth  window  switching  and  keeps  your  workflow  smooth
when  learning  how  to  merge  emails  in  Outlook  manually.

METHOD 3: MOVING EMAILS TO A COMMON FOLDER

Some users  interpret  merging  as  consolidating  emails  into  a
single  folder  rather  than  combining  message  bodies.  This
organizational  approach  is  highly  effective  for  project
management  or  client-based  workflows.

Creating a Dedicated
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Merge Folder
Right-click your mailbox name and select New Folder. Name it
something  descriptive  like  Q3  Project  Alpha  or  Client  X
Correspondence. Then, select all emails you want to merge by
holding  Ctrl  while  clicking  each  message.  Drag  the  selected
emails  into the new folder.  Alternatively,  use the Move Rules
feature to automate this. Right-click an email, select Rules, then
Create Rule. Choose conditions like specific senders or keywords,
and specify the target folder. Every future email meeting those
criteria will automatically land in the merged folder.

Using Quick Steps for
Faster Merging
Quick Steps in Outlook allow you to merge emails in Outlook with
a single click. Go to the Home tab and click Quick Steps. Choose
New  Quick  Step,  then  pick  Move  to  Folder.  Configure  the
destination  folder  and  optionally  assign  a  shortcut  key.  Now,
whenever you select an email and click your custom Quick Step
button, it moves instantly to the merge folder. This is especially
useful for daily inbox zero routines.

METHOD 4: EXPORTING AND MERGING VIA CSV OR
PST

For  advanced  users  needing  to  merge  emails  from  different

accounts  or  archive  files,  exporting  to  a  PST  file  offers  a  robust
solution. This method truly consolidates emails outside the live
mailbox environment.

Export Emails to PST
Navigate to File, then Open & Export, and select Import/Export.
Choose Export to a file and select Outlook Data File (.pst). Select
the  folder  containing  the  emails  you  want  to  merge.  Include
subfolders if relevant. Save the PST file to your preferred location.
Repeat this process for each source folder or account you want to
combine.

Import Multiple PSTs into
One Folder
Go back to File, Open & Export, and this time choose Import from
another  program  or  file.  Select  Outlook  Data  File  (.pst)  and
browse  to  your  first  exported  PST.  Choose  a  destination  folder
and select Import items into the same folder. Repeat with the
second PST.  All  emails  from both sources now coexist  in one
folder. This is the most comprehensive way to merge emails in
Outlook  across  different  accounts,  such  as  merging  a  work
account  with  a  personal  archive.

METHOD 5: THIRD-PARTY ADD-INS FOR ADVANCED
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MERGING

If built-in tools feel limiting, third-party add-ins can automate and
enhance the merging process. Tools like Merge Email for Outlook
or  Kutools  for  Outlook  offer  batch  merging,  duplicate  removal,
and  advanced  sorting  features.

Evaluating Add-In Options
When selecting an add-in, prioritize those with high user ratings
and  regular  updates.  Look  for  features  such  as  one-click
conversation merging, attachment consolidation, and the ability
to merge emails in Outlook based on custom criteria like date
range or sender. Most reputable add-ins offer a free trial, allowing
you to test performance before purchasing.

Installation and Usage
To install, go to the Insert tab and click Get Add-ins. Search for
your  chosen  tool  and  follow  the  installation  prompts.  Once
installed, the add-in typically appears as a new tab or ribbon
group.  Configure  your  merge  rules  within  the  add-in  interface,
then execute the merge. These tools significantly reduce manual
effort, especially for users managing hundreds of emails daily.

COMMON PITFALLS AND HOW TO AVOID THEM

Merging emails seems straightforward, but a few mistakes can
lead to lost data or confusion. Avoiding these pitfalls ensures your
merge is successful and reversible if needed.

Accidental Data Loss
Always back up your mailbox before performing a large merge,
especially when using PST export or third-party tools. Create a
restore point by exporting your entire mailbox to a PST file. This
precaution allows you to revert if something goes wrong.

Duplicating Messages
Manual merging often results in duplicate emails, especially when
using drag-and-drop across folders. Use Outlook's Clean Up tool
to remove redundant messages. Go to the Home tab and click
Clean Up. Choose Clean Up Folder to delete all messages that are
replies to older messages in the same conversation, keeping only
the latest. This declutters your merged folder automatically.

Breaking Email Threads
When  moving  emails  to  a  different  folder,  you  may  break  the
conversation thread that Outlook's Conversation View relies on.
To preserve threading, keep all related emails in the same folder
rather  than  scattering  them  across  multiple  merge  folders.
Alternatively,  use categories  and flags instead of  physical  folder
movement.

BEST PRACTICES FOR LONG-TERM EMAIL MERGING

Merging emails in Outlook is not a one-time task but an ongoing
strategy. Incorporate these best practices into your daily routine



How To Merge Emails In Outlook 5

5

to maintain a clean inbox.

Schedule Regular Merge
Sessions
Set aside 10 minutes at the end of each week to merge emails
from the past seven days. Use a combination of Quick Steps and
folder rules to process incoming mail automatically. This habit
prevents inbox bloat and keeps your merged folders current.

Use Categories Alongside
Merging
Color-coded categories add a visual layer to your merged folders.
Assign a category to all emails in a specific merge folder, making
them  instantly  recognizable  in  search  results.  For  example,
assign the Red category to all client-related merges and Blue to
internal project merges.

Archive Merged Folders
Periodically
Once a merged project is complete, archive the entire folder to a
PST  file.  This  removes  clutter  from  your  live  mailbox  while
preserving the merged thread for future reference. Label the PST

file with the project name and date so you can retrieve it easily.

TROUBLESHOOTING COMMON MERGING ISSUES

Even with the best preparation, issues can arise. Here is how to
resolve the most frequent problems when attempting to merge
emails in Outlook.

Conversation View Not
Showing All Messages
If Conversation View fails to display all related messages, ensure
the option Show Messages from Other Folders is enabled in the
Conversation Settings menu. Also, check that the emails share an
identical subject line. Minor differences like Re: vs. RE: can break
the thread. Use the Search Tools to locate missing messages and
manually move them into the correct folder.

Failed PST Import
If a PST file fails to import, the file may be corrupted or password-
protected.  Try  opening  the  PST  file  separately  by  going  to  File,
Open & Export, then Open Outlook Data File. If it opens, you can
drag contents into the desired folder manually. If not, use the
Inbox  Repair  Tool  (Scanpst.exe)  located  in  your  Outlook
installation  folder  to  repair  the  file  before  importing.
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Slow Performance After
Merging
A  massively  merged  folder  can  slow  down  Outlook.  If
performance drops,  consider  splitting  the merge into  smaller,
date-based folders  rather  than one giant  folder.  Also,  archive
emails older than 12 months to reduce the folder size. Running
the Mailbox Cleanup tool from the File menu can also help by
removing old or large items.

CONCLUSION

Knowing how to merge emails in Outlook is a vital skill for anyone
seeking to regain control of their inbox and boost productivity.
Whether you leverage the automatic grouping of Conversation
View, the precision of manual merging, the organization of folder-
based consolidation, or the power of PST exports and third-party
add-ins,  each  method  offers  unique  advantages.  Start  with  the
built-in  tools  to  see  immediate  improvements,  then  gradually
adopt  more  advanced  techniques  as  your  needs  grow.  By
regularly merging related emails, you will reduce clutter, improve
focus,  and  create  a  more  efficient  email  environment  that
supports your professional success. Take the first step today and
watch your inbox transform from chaotic to streamlined.


