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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 a folder you’ve created. 

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

1. Open Outlook and log in. 

2. 

 

3. 
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4. 

. 

5. 
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6. 

 

7. 
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8. 

 

9. 
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10. 

 

11. IMPORTANT! If you have created the anti-spam rule we recommend, that rule must always be 
first in the list of rules in order for it to work. 
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