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INTRODUCTION

This process is very simple and you should be able to create a rule in a few short
minutes by following these steps. This demonstration will set a rule to move all e-mail from
one particular person into a special folder.

Preparation

You will need to begin by creating a folder in

Outlook. Inbox - Microsoft Outlook
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Create the Rule

Now that you have created a folder to use in the rule click on Tools, Rules and Alerts.

rosoft Outlook
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Click on Start with blank rule

Skart creating a rule mplate
. . tart from a blank rule
Be sure check messages when they arrive is <md o e

highlighted and click on Next

In the Rules and Alerts Window click on New Rule.

Rules and Alerts

E-mail Rules | Manage Alerts

&M&w RILI\|E... Change Rule = 53 Copy... X Delete | it
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Rules Wizard X

Check messages after sending

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

Apply this rule after the message arrives
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Put a checkmark next to from people or distribution list

In the bottom window click on people or
distribution list. Rules Wizard X)

‘ehich condition{s) do ywou want to check?
Step 1: Select condition(s)

ist ~
] k h specific words in the subjeck |
[] through the specified account
[ sent anly to me
This window will pop up with your contacts in L] where my name is i the To box
. [ marked as importance
it [ marked as sensitiviey 0
[] Flagged for action
3 [[1 where rmy name is in the Cc bax
Rule Address rs_(| [1 where my name is in the To or Cc box
— [] where my name is not in the To box
Type Marme or Select from List: Shiows Mames From the: [[1 sent to peapls or distribution list
|Iee | |Contacts - | [] with specific words in the body bt
| Name Display Name E-mail £ Step 2: Edit the rule description (click an underlined value)
Lee and Man Conant Lee and Man Conant (... lee.w) A Apply this rule after the message arrives
y Grandb = crargll from people or distribution list
Lee Grandberry Lee Grandberry (Busi,.. LeeG
Lela P Lela P Lavlat
Leslie H Leslie H lahaa
Lucas Halley Lucas Halley (Busines... Lucas
Lwle Hand Lvle Hand (Business F... Lvle -
Lynn & Chuck Ballinger Lyrn & Chuck Balinger  Iballir
Lynn and Reflae Rogerson Lynn Rogerson {digge. .. digger
Lynn 5 Lvrn G IRISH Cancel l [ < Back, " hext = ] l Finish
Mackenzie Holman Mackenzie Holman (b... bosca
Madison Faller Madison Faller {slifalle... slFalle
Mardy Hodge Mardy Hodge (mardy.... mards
Maria Lerma Maria Lerma (lplerma...  Iplerm
Mark McKinney Mark Mckinney (Busin,,, Mark 1%
< | >

I From - |Grandberrg Lee |

[ ok | [ cocel | Find the person who will be sending you e-mail
that you want moved into your folder.

After highlighting their name, click on From and then OK.
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Now, you will be back to the Rule window. Put a checkmark in the box next to move it to the
specified folder.

Rules Wizard le

what do vou want ko do with the message?
Step 1! Select action(s)

I to the specif;
(] assign it ta the category catedbry
[ delete it
[ permanently delete it
[ mowve a copy to the specified Folder
[ forward it ko people or distribution list
[ forward it to people or distribution list as an attachment
[ reply using 2 specific templake =
[] flag message far ackion in & number of days
[ flag message with a colored flag
[1 clear the Message Flag
[ mark it as importance

[ print it v
N Otlce th at bOth 0] ptl ons yo u h ave Step 2 Edit the rule description (click an undetlined value)
chosen are now in the bottom o e Message rives
WI n d OW. move it ko the specified Folder
Cancel ] [ < Back H et = ] [ Firish ]

Now you can select the folder you
- X| just grgated. CI|_ck on move it to the
— specified folder in the bottom box.

Find the folder you created and click

[ Fun Stuff s oF on OK.
1 =-Force

[ GoDaddy
1 House plans
[ Jobing.com e, ..
]

1 Mellie

1 Melnet

[ PhoenixInternet
[ Photos

[ ReedKing

[ Safeway

1 Tips and Tricks
| UsDLa

Choose a folder:

£
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The next set of windows allows you to refine the rule. First, you can set exceptions, if
the e-mail has a specific word in the subject, or if it’'s marked important or some other
exception. For this demonstration, there are no exceptions. You will simply click on Next.

Rules Wizard E|

are there any exceptions?

Step 1: Select exception(s) (if necessary)
W except if From people or distribution list

[] except if the subject contains specific words
[] except through the specified accounk

[] except if sent only ko me

[] except where my name is in the To box

[ except i it is marked as importance

[ except i it is marked as sensitivity —
[ except i it is flagged For action

[] except where my name is in the c box

[] except if my name is in the To or Cc box

[ escept where my name is not in the To bos

[ except if sent to people or distribution list

|2

[ except if the body contains specific words v
Step 2: Edit the rule description (click an undetlined value)

apply this rule after the message arrives

from Grandberry, Lee

and on this machine anly
mave it ko the Lee Folder
Cancel ] [ < Back ” Mexk = l [ Finish l
Rules Wizard [‘5_<|

Give the rule a name and click on | Fnshries=tue.

Finish. Now, all messages from Lee will Step 1 Specify 3 name for this rule

automatically be moved into my folder Lee

named Lee and | can read them all in Step 2! Setup e options

one place. [ Run this rule now on messages already in "Inbox”
Turn on this rule

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
from Grandberry, Lee

and on this maching only
move it ta the Lee Folder

Cancel ][ < Back ]
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You will be brought to the Rules and Alerts Window again. To run the rule immediately, click

on Run Rules now. Place a checkmark next to any rule you want to run and click on Run
Now

g
Rules and Aleris

Run Rules Now |
E-mail Rules | mManage Alerts |
[ Mew Rule,.. Changs Rule= 23 Copy... X Delste | & % RunRules NOW'IX Options Select rules t run:
Rule {applied in the order shown) Actions
v Lee [
14 "
Upromise 3 []thebanyantree-bounces@lists remsset.com
W] thebaryantree-bounces@lists. remsset, com _3] l:l Chatlie Powell
Charlie Powell % [ chatles E Powell
Charles E Pawel 3 Py [ The Banyan Tree
¥l The Banvan Tres 23

Rule Description

Apply to message
Rule description (click an underlined value to edit): from "Grandberry, Lee"

Apply this rule after the message arrives

and an this machine only
from Grandberry, Lee move it to the "Lee" folder
and on this machine anly

move it ko the Lee Folder

Run in Folder: |Inbox H Browse. .. ]

[Jincude subfolders

Aprly Apply rules to: | Al Messages

]

Run Mow ][ Close l

You will get this processing window

Microsoft Office Outlook

' -,
Running rule 'Les'
In ‘Tnbox'

After the rule is processed, click on Close and then click on OK. From this point on the rule
should run automatically.

Troubleshooting

If you find the rule does not work, go back to Tools, Rules and Alerts and see if there
is a checkmark next to you rule. If there is no checkmark the rule will not run.
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