Setting Up Rules in Desktop Outlook

1. Open Outlook
2. Click on the File tab

3. Choose Rules and Alerts

s Rules and Alerts
/ Use Rules and Alerts 10 help siganize your incoming e-mall messages, and recarve
Manage Rudes vpdates when items are pdded, changed, or removed
& Alerts

4. Click the New Rule... button

- New Rule...
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5. Select a template that fits your situation

Step 1: Select a template

Stay Organized
¥ Mave messages from someane to a folder

% Mave messages with specific words in the subject to a folder

% Move messages sent to a public group to a folder

|" Flag messages from someone for follow-up

% Move Microsoft InfoPath forms of a specific type to a folder
Maove RS5 items from a specific R55 Feed to a folder
Stay Up to Date

Display mail from someone in the Mew Item Alert Window

) Play a sound when I get messages from someone

E Send an alert to my mobile device when I get messages from someone
Start from a blank rule

Apply rule on messages [ receive

%

*E1 Apply rule on messages [ send

6. Edit the rule template to match what you want to have happen by clicking the links

Step 2: Edit the rule description (click an underlined va
| Apply this rule after the message arrives
from people or public aroup -

maove it to the specified Step 2: Edit the rule description [click an underlined value}
and stop processing mare rules

Apply this rule after the message arrives

fromiits-instructionat;
move it to the Projects folder
and stop processing more rules

Example: Move mail from my manager to my High I

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

7. If that completes your rule, click the Finish button (skip to step 11).
If you want to add more steps, click the Next button
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8. If you clicked Next, check the box next to the other conditions you want to create for this rule

=

Select condition(s)

people or public group
pecific words in the subject
[7] through the specified account
[] sent anly to me
[ where my name is in the To box
["] marked as importance
[ marked as sensitivity
[] flagged for action
[T where my name is in the Cc box
["] where my name is in the To or Cc box
["] where my name is not in the To box
[] sent to people or public group
[] with specific words in the body
[7] with specific words in the subject or body
[] with specific words in the message header
["] with specific words in the recipient's address
[7] with specific words in the sender’s address
[7] assigned to category category

9. Edit the conditions to match what you want to have happen by clicking the links

Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives
from its-instructional

and with specific wotds inthe subject

move it to theiP sfolder

and stop processing more rules

10. If that completes your rule, click the Finish button.
If you want to add more steps, click the Next button and repeat steps 8-10 as many times as
necessary.

11. If you are done creating rules, click the OK button

Fules and Aerts s

E.mall Rules | Manage Alerts

Apply changes to this foider | Inbox fiuetaylor-owersSwathtumedy (1§ -
oy New Ruse,. Change Bule v B3 Copy. X Delete  » Bun Rules How.. Opboni

R (apphed i the order shown) Acsors -
¥ isenructional : H

Rude destripbion ihck an underlined value 1o edit)
Apply this rule after the message aimwves
from [b-instoustizng
move it to the Projects folder
and stop processang moce rules

Enable rules on 8l messages downloaded from RSS Feeds
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