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You can set rules within outlook that automatically assign emails to a specific folder.

Open your local copy of Outlook and click on the ‘File’ tab in the top left.
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There will be a button in the main part of the screen which will be marked ‘Manage Rules & Alerts’.
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Click on this to bring up your ‘Rules & Alerts’ panel.

E-mail Rules | panage Alerts

:cg Mew Rule... Change Rule - E@;upy... ){gelete & w Bun Rules Mow... Options

| Rule (zpplied in the order shown) | Actions

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
from Facebook

move it to the Junk Email folder

and stop processing more rules

|:| Enable rules on all messages downloaded from R55 Feeds

Select the ‘New Rule’ button. This will open up the ‘Rules Wizard’ which will then allow you to select an
appropriate rule.
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In this example, we will set up a rule to make sure that junk emails are sent to the junk folder. Ensure that
the ‘Move Messages from Someone to a Folder’ is highlighted and select ‘Next’.
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Step 2 Edit the rale description [k an underned valse)
Apply this rule after the message armves
from paople or public groug
mave it to the specidied folder
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You may now choose the condition. Select an appropriate one, for example ‘From people or public group’,

which will allow you to select a certain email address or group. You may choose more than one condition
if you wish

Once selected, under the ‘Step 2" heading, you may click on the underlined blue text and add your details
in here.

Select the ‘People or public group’ text to bring up your Outlook address book. Select the person or group
that you wish to set the rule for and double left-click the mouse to add them. Select as many as you need,
then click ‘OK’.



Select the ‘Specified’ text to allow you to choose a folder in which to store emails from the selected people
or group.

Once complete, the panel will look like this:

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

Apply this rule after the message arrives
from Richard Wood
move it to the Junk Email folder

and stop processing mare rules

Click ‘Next’ and you will be able to select some more actions if you wish. Select ‘Next’ again and you will
now be asked to choose any exceptions. Again, you may select as many as you wish.

Select ‘Next’ and you will now be able to complete the rule setup. Choose an appropriate name and tick
the ‘Run rule on messages already in Inbox’ box if you wish to apply this rule to historic emails.

Firigh rule sefug.

Step 1= Specdy a name for this rale
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Step 2 Setup rule options
[C] Ruan this e mow on messages already in “Inbios”

[ Turn on this nae
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Step X Review rule description [ick an und: d walue 1o edit)
.Appu"l.ru: nule after Ehe mescage armves
drom Richaed Wopd
maove & to the Junk Emad folder
and sbop processing more nules

Click ‘Finish’ to complete the process.

You will now be taken back to the ‘Rules & Alerts’ panel with your new rule visible in the list at the top of
the box. From here you may change, copy or delete the rule should you wish.
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| Rule (applied in the order shown) | Actions
[+/] Richard Wood o

Rule description [click an underlined value to edit):

Apply this rule after the message arrives
from Richard Wood

move it to the Junk Email folder

and stop processing more rules

|:| Enable rules on all messages downloaded from R55 Feeds




