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Rules can help you organize your e-mail messages. For example, you can create a rule so that all
messages from a person are automatically moved to afolder you've created.

We'll use the Rule Wizard to make this happen.

1. Open Outlook and log in.

2. Inbox - Microsoft Outlook

File Edit ‘Wiew Go | Tools | Actions Help

Silew - | o 2 Find 3

G AddressBook... Crrl4Shife+E M
( a. Select your Inbox.

|Lﬁ Fules and &lerts, -

2 Inboe: E-rail g h
L_.J {iread Mad b. Click the Tools menu and
— For Foliow L Cust select Rules and Alerts.
i oFar ae
L= Sent Ttems Cptions. ..
&l Mail Falders E-mail Scan Properties. .
=l £ Mailbox Scan for Yiruses. .

3. Rules and Alerts
Cﬁelect Mew Rule.}ge Alerts |

ﬁmaw RUIEt‘. |Chan-;|e Rule = E3 Copy... X Delete | 4

|Rule {applied in the order shown)

Select the "Mew Rule" button to make a rule,
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¢ Start creating a rule from a kemplate
™ Start from a blank rule

Step 1: Select a templd @ Select Move messages from
- someone to a folder.
SI:EH_.r Organized .

L3 Move messages From sormeone ko a folder

-._.l Move messages with specific waords in the subject ko a Folder
5 Move messages sent to a distribution list to a Folder

Step 2: Edit the rule description {click an underlined walue)

apply this rule after the message arrives

fromipeople or diskributio t Chck I
e it to the specified F ( SIEL2 (PETLE OF

distribution list.

Example: Movye mail from my manager to my High Importance folder

Zancel | = Back I Mext = I Finish |

Type Mame or Select From Lisk: Show Mames from the:
ijensenl IGIDI:laI Address List j
I Marne | Business Phone | Office

Jenzen, Barb

bijklatt-mail a. Double-click each person you
Bjordal, Paul w ant this rule to apply to.
Bjorge, Debarah

Bjork, Faith +1 313 647 0256

Jd |

Fram -= I IJensen Bark
Advanced vl

b. Click DK.
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* Start creating a rule from a kemplate
™ Skark from a blank rule

Step 1: Seleck a template

Stay Organized

f Move messages from someone to a folder
_j Move messages with specific wards in the subject ko a Folder
15 Move messages sent ko a distribution list to a Folder

Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message arrives
from Jenzen, Barb

mowve it ko the?sgecii‘f difolder

Example: (Elick:pe Eiﬁed_)nanager to my High Importance folder

Cancel | = Back Mext = Finish

7. Rule=s and Alerts

Choose 5 Folder:
= E5f Noyle, Ed - K
j Calendar
fi=| Contacts Cancel
fal Deleted Items
7| Drafts
L] puglatays

S Journal (l:lick Mew to create a folder yuu)

@ Junk E-mai w ant the messages delivered to.

= | Motes

L= Cutbox
|| Quarantine
=7 Sent Items —
2 Tasks

[ untitled Folder ;I

i

Mew, .
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8. Create New Folder x|
Mame: a. Give the new folder
Barb| a name.
Folder contains:

IMaiI and Post Ikems j

Select where to place the folder:

= E5% Noyle, Ed
:ﬁ Calendar
8| Conkacts
{a] Deleted Items
L7 Dwafts
L] Inbox
Al Journal =
L@ Junk E-mail
| Motes
L Ot
=l

1 Marankine

| v

Cancel |

b. Click DK.

. Rules and Alerts x|

Choose a Folder:

= E47 Moyle, Ed - O
4] Calendar
£ Contacts Click OK.
{a] Deleted Items
L;#| Drafts

= L] Inbox

IB) Earb

éﬂ Journal
L @ Jurk E-mail
| Motes
L= Outbor
|1 Quarantine
L=¢ Sent Items

o Tasks [

Mew. ..
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¥ sStart creating a rule from a template
€ Start From a blank rule

Step 1: Select a template

Stay Organized

1 Move messages from someone ko a Folder

j Maove messages with specific words in the subject to a folder
. Move messages sent to a distribution list to a folder

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives
from Jenzen, Barb
move ik ko the Barb Folder

Example: Move mail from my manager to my High Importance folder

Cancel = Bach I Mext = I Firish %J

Click Finish.

11. IMPORTANT! If you have created the anti-spam rule we recommend, that rule must always be
firstin thelist of rulesin order for it to work.

Rules and Alerts |

E-mail Rules IManage flerts I

“% Mew Rule,,, Change Rule = =23 Copy,.. X Delete % Run Rules Mow,,. Options

a. Select your anti-spam rule.j |.C'.n:ti|:|ns I:
e e— . Maowe LI|:|I i

Brightrm il LAY

Jenzen, Bark I

b. Click the Mowe Up arrow
until your anti-spam rule
i at the top of the list.

a

Rule description {click an underlined value to edit): k—

apply this rule after the message arrives
with ¥-Spam-Flag: ¥ES in the message header
move it ko the Junk E-mail Folder

{ c. Clickok. )

My

i Cancel Apply
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