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CREATE RULES:

Purpose: A Rule can be set to divert a message from your Inbox to another folder in Outlook.
For example, a rule can be used to minimize interruptions caused by non-essential e-mails that

you wish to review later.
To Create a Rule

1. Choose Tools and navigate

to Rules and Alerts.

2. Atthe Rules and Alerts dialog box, click the New Rule option. This will list the type of
Rules you can create. You can start from a template or from a blank rule.

a) For example, at Step 1: Select a Template, choose Move messages from someone to

a folder.

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
[Stay Organized
|| =% Move messages from someone to 3 folder
L Move messages with spedfic words in the subject to a folder
L} Move messages sent to a distribution list to a folder
X Delete a conversation
Y Flag messages from someone for follow-up
L Move Microsoft Office InfoPath forms of a specific type to a folder
™} Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
& Dpisplay mail from someone in the New Ttem Alert Window
W) Play 2 sound when I get messages fram someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
i Check messages when they arrive
=1 Check messages after sending

a

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives

from people or distribution list
move it to the spedified folder

®

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

[ Cancel Mext > ][ Finish

b) At Step 2: Edit the rule description, you will see the rule description. Click people or
distribution list. The Rule Address dialog box will open. Double-click the name of each
person whose incoming messages you want to move to another folder.

w
Rule Address li
Search: @ MName only () More columns  Address Book
Go Contacts - Advanced Find

| MName

Digplay MName

E-mail Address |

§ Belinda Boring

§ Fiona Funny

§ Caroline O'Keeffe

ACL3 Support (ACLSupport@Karbitec...
Belinda Boring (Business Fax)

Caroline O'eeffe (carcline. okeeffe@...
Fiona Funny {ffunny@hotmail.com)

Belinda Boring@+1 (¢
caroline. okeeffe @Ko
ffunny@hotmail.com
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Their names will then appear in the From field. Click OK. The selected names then
replace the words people or distribution list.

Click the words specified folder. Click the folder that you want the message diverted to.
Click OK. The name of the folder will then replace the words specified folder.

Click Next to select any conditions, actions or exceptions as necessary. Click Next.
Review the information at Finish the rule setup. Click Finish.

3. This message may pop-up — it means that the Rule will only be in effect while your computer
is turned on and Outlook is running.

[ =
Microsoft Office Qutlook [&J

l L This rule is a dient-only rule, and will process only when Qutook is running.

At the Rules and Alerts dialog box, confirm the checkbox for the Rule is checked. Click
Apply, click OK.

4. Here’'s a sample of a created Rule:

Rules and Alerts T N . @Ii_hj
E-mail Rules | Manage Alerts
._\3' Mew Rule... |Change Rule + 22 Copy... #% Delete # Run Rules Mow... Options
Rule (applied in the order shown) Actions
ACL3 Support (ACLSuppor t@KorbitecInc.com) (dient-only) 3
Py

Rule description (dick an underlined value to edit):
Apply this rule after the message arrives
from ACL3 Support (ACLSupport@KorbitecIne, com)
and on this machine only
move it to the ACL3 folder

5. To move messages currently in your Inbox to the specified folder, click Run Rules Now in
the above dialog box.
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