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SETTING UP RULES TO DIRECT EMAIL TO FOLDERS
This is a simple rule that will automatically direct email to a specific Outlook folder.
1. Create the subfolder you want the email to go to. This can be a subfolder in your Inbox or in your

Personal Folder.
a. To create the folder, right click on your Inbox or Personal Folder and select New Folder.
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b. Type in the new folder name and select the folder you want it to be listed under.
(The example below will insert the new subfolder under Inbox)

Create New Folder

Marne:

|New Folder Mame goes here |

Folder contains;

|Mail and Post Ttems v |

Select where to place the folder:
= €5F Debbi Smith ~
;“ﬁ Calendar
&= Contacts
& Deleted Items (35)
L7 Drafts
=] inbox (& I
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o | Motes
=) outbax
3 Cuaranting =

Ok, l ’ Cancel




2. Now we’ll create the Rule. Select Tools from the Outlook menu, Rules and Alerts...
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a. Click the New Rule... button

Rules and Alerts

E-mail Rules | Manage Alerts |

L%New Rule... ChangeRule~ 23 Copy... % Delete | & % RunRules Now... Options

Rule {applied in the order shawn) Actions
gecedwebteam A3
Clear categories on mail {recommended) 'X"

Rule description {click an underlined walue to edit):

Apply this rule after the message arrives
sent bo goccdwebkeam
move it to the goccdwebteamn folder

[CIEnable rules on all RSS Feeds

[o]8 l [ Cancel Apply




b. Under Step 1, select ‘Move messages from someone to a folder’.
Click Next.

Rules Wizard [‘S_<

Start from a template or From a blank rule
Step 1: Select a template

Stay Organized
Move messages From someone to a folder
Move messages with specific words in the subject to a Folder
Move messages sent to a distribution list to a Folder
Delete a conversation
Flag messages from someone For Follow-up
Mowe Microsoft Office InfoPath Forms of a specific bype bo a folder
Move RS5 items from a specific RS5 Feed to a folder
Stay Up to Date
=, Display mail From someane in the New Themn Alert Window
Wl Play a sound when T get messages From someone

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

L € X L

= Check messages when they arrive
=1 Check messages after sending

Step Z: Edit the rule description {click an underlined value)
Apply this rle after the message arrives

fromipeople or distribution list
mowe it o the specified folder

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

mext > | [ Finish

c. Under Step 1, ‘from people or distribution list’ should already be checked for you.
Under Step 2, click on ‘people or distribution list’.

Rules Wizard X

Which condition(s) do you want to check?
Step 1: Select condition(s)

om people or distribution list ~
[ with specific words in the subject

[] through the specified account

[ sent anby ko me

[ wihere my name is in the To box

[ marked as importance

[ marked as sensitivity

[ flagged for action

[ where my namme is in the Cc box

[] where my name is in the To or Cc box

[ where my namme is not in the To box

[] sent to people or distribution list

[ with specific words in the body

[ with specific words in the subject or bady

[ with specific words in the message header

[ with specific words in the recipient's address

[ with specific words in the sender's address

[] assigned to category categary b

Step 2 Edit the rule description (click an underlined valus)
Apply this rule after the message arrives

From people o distribution list
move it ko the specified Folder

Cancel ][ < Back H Mext = ][ Finish




d. Type the email address of the person in the From space (ie: debbi.smith@gmail.com)or
select the name from the list.
Click OK.

Rule Address [z

Search: (3)Mame only () More columns — Address Book

| | Go |Global Address List v| Advanced Find

| Mame Title Business Phone Locatic

& 1Grossmont BOT =
& 2Grossmont BOT

& 3Grossmont BOT

& A Jacobo(Christina)

& Aaron AndersoniDaniel)

& Aaron AyalalHumberta)

& Aaron Banaga(Matthew)

& Aaron Bartholomew(Everett)
& Aaron Bauer(Alexander)

& Aaron Beeson(Steven)

& Aaron Bojorguez(1)

& Aaron Botzer{Matthew)

& Aaron Bowdan{Michael)

& Aaron Bowers{Andreas)

& Aaron Boyd(Jlames)

B o PSR

< | >

v

[ From - = ] |Type the person's email address here |

Ok ][ Cancel ]

e. The name will be added to Step 2. Click Next.

Rules Wizard

(X

swhich condition{s) do vou want to check?
Step 1: Select condition(s)

from people or distribution list

[ with specific words in the subject

[] through the specified accounk

[] sent only to me

[] where rry name is in the To box

] marked as importance

] marked as sensitiviey

[] Flagged for action

[ where my name is in the Cc box

[ where my name is in the To or Cc box

[] where rry name is not in the To box

[] sent to pecple or distribution list

[] with specific words in the body

[ with specific words in the subject or body
[ with specific waords in the message header
[ with specific words in the recpient’s address
[] with specific words in the sender's address
[ assigned ko cateqory categary

5
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Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
From Debbi Smith
move it ko the specified folder

Cancel ][ < Back H Mext = I[ Finish




f. Under Step 1, ‘move it to the specified folder’ should already be checked for you.
Under Step 2, click on ‘specified’.

Rules Wizard [z|

what do you wank to do with the message?
Step 1: Select action(s)

v mivve ik ko bhe specified Folder

] assign it ko the cateqory categary

[] delete it

] permanenthy delste it

] move a copy ko the specified Folder

] Farward it ko people o diskribukion lisk

[] farward it ko people or diskribution list as an attachment
[] redirect it to people or distribution list

[ have server reply using & specific message

] reply using a specific template

] flag message For Fallow up &t this kirme

[] clear the Message Flag

[] clear message's categaries

[ mark it as importance B
[] print it

[] play a sound

[] start application
] mark it as read

£

Step 21 Edit the rule description {click an underlined value)

Apply this rule after the message arrives
From Debbi Srmith
mave it to the specified folder

Cancel ][ < Back ” Mext = l[ Firish

g. Click on the folder you want the email to be sent to. If the subfolder name does not show,
click on the + sign to expand the folder. Click OK, then click Next.

Rules and Alerts

Choose a folder:
= 4t Debhi Smith
E@ Calendar
|85 Contacts Cancel
{a) Deleted Items (36)
L7 Drafts et
= [ -] Inbox (5)
[ CalPass
[ grecdweebteam

I=]New Folder [

B 1 Saveltems
ﬁ Journal
[ @ Junk E-mail [1]

| Mokes

=] Cutbox

[

Pl

[ £




h. The folder will be added to Step 2. Click Next.

Rules Wizard

X

‘What do you want to do with the message?
Step 1: Select actionis)

[] assign it ko the cateqory category

[7] delete it

[] permanently delete it

[7] move & copy to the specified Folder

[] Farward it ko people or distribution list

[] Farward it ko people or distribution list as an attachment
[] redirect it to people or distribution list

[] have server reply using a specific message

[ reply using a specific template

[ Flag message For Follow up at this kime

[[] dear the Message Flag

[[] dear message's categaries

[] mark it as importance T
[ print it

[] play a sound

[] start application

[] mark it as read v

Step 2@ Edit the rule description {click an underlined value)

Apply this rule after the message arrives
from Debbi Smith
move it bo the Mew Folder Folder

Cancel ][ < Back ” et = ][ Finish

i. Youwon't need to check anything in the Exceptions screen. Click Next.

Rules Wizard ['5_(|
Are there any exceptions?
Step 1: Select exception(s) {if necessary)

[ Jiexcept if from people or distribution list s
[7] except if the subject contains specific words

[] except through the specified account

[] except if sent anly ko me

[] except where my name is in the To box

[7] except if it is marked as importance

[] except if it is marked as sensitivity

[7] except if it is flagged For ackion

[] except where my name is in the Cc box

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

[7] except where my name is nok in the To box —

[7] except if sent ko people or diskribution list

[] except if the body contains specific words

[] except if the subject or body contains specific words

[7] except if the message header conkains specific words

[] except with specific words in the recipient's address

[7] except with specific words in the sender's address

[[] except if assigned to cakeqory categaory b

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

Apply this rule after the message arrives
fram Debbi Smith
mowe it to the New Folder folder

Cancel ][ < Back ” Mext = ][ Finish




j.  InStep 1, type a name for the Rule.
Under Step 2, you can select either or both of the following options:
Run this rule now on messages already in “Inbox” (will apply to current messages)
Turn on the rule (will apply to any new messages)
Click Finish.

Rules Wizard [z

Finish rule setup.

Step 1: Specify a name For this rule

Debbi Smith bo Mew Faolder

Step 2 Setup rule options

[ ]Run this rule now on messages already in "Inbox"

Turn on this rule

Skep 3; Review rule description {click an underlined walue to edit)

Apply this rule after the message arrives
from Debbi Smikh
move it ko the Mews Folder Folder

Cancel ][ < Back




