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This guide will take you through setting 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

:c Mew Rule.. Change Rule - E@gnpy... }(gelete 4w Bun Rules Mow... Options

|Rule (applied 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.



Stant from & lemplite of from a bliak nale
Step 1: Select & template
Stay Organdred
|, Mave mesiages fiom someone to a folder
S Move mesiages with specfic words in the fubjed to a folder
‘-‘J Mave medibges dent Lo & public group e & falder
™ Flag mescages from somecne for follow.up
'-‘J Kove Microtoft InfoPath foams of & specific type to & fodder
B0 Miove BSS Mems from 8 specific RSS Feed to a folder
Stay Up to Date
. Ditplay mail from someane in the New fem Alert Window
i Play a sound when | get messages from someone
I Send an alert Eo my mobile devace when | get messages from someone
Start from & Blank nalke
0 Apply rule on messages | recene
3 Apply rule on messages | send

Step  Edit the rule description (dick an undeslined valwe)
Appdy this rule sfter the message MTNES
from people or pubiic groun
move i to the jpecdied folder
and stop Processing more fules

Exampie: Mave mail feom my manager to my High impaitance fobder

oo [Coet> ] [

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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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 2i Edit the rule description [click an underlined value]

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

and stop processing maore 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.
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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 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




