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Inbox Tools

Creating Rules

Procedure

In this topic you will learn how to create rules in Outlook. There are many different types of rules
you can create. In this topic you will create a rule that directs all mail from a specific person to a

specific Inbox folder.

Step
1.

[B] inbox - Micresoft Outiook

Favorite Folders

iadnew - | S BS X | Bureply @iRenlyto Al 6 Forward | HsendReceive - | EpFnd @ | [ Tyeacontacttofind - | @) !

! Fle Edt Wiew Go Toos Actions Help ¥ ¥ cEpersondl ¥ W ¥

|Newestontop = =

L Unread Mal
L4 For Folow Up
[ Sent Items

All Mail Folders

=) €5} Mailbox - test5s
@ peleted Items (1)
[ Drafts
[[5 nbox
([ Junk E-mail
[ Outbax
[ Sent Items
[ search Folders

There are no items to show in this view.

|4 mail

] calendar

S| Contacts

] Tasks

LlCa @ =

Type a question for help  +

0 Items.

Action

To begin, Right-click on the Inbox.

[ nbox_|
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Type aquestion for help  +

B ft Outlook
New - | S B§ X | @ureply @Reoly toA] @) Forward | i sendjReceive - | EpFind i | @ Typeacontacttofind - | @ !
! Fle Edt Wiew Go Tools Actions Help ¥ ¥ cEpersonal ¥ W ¥
Arranged By: Date |Newestontop
i There are no items to show in this view.
L3 For Folow Up
[ Sent Items
All Mail Folders.
=) €5} Mailbox - test5s
@ peleted Items (1)
[ Drafts
[ Junk| 5 Open
1008 o ew window
[ Sent]
[ sean Send Link to This Folder
Advanced Find...
B Move “Tnbox"...
[y copy "Inbox
B Delete Tnbox"
afe Rename Tnbox™...
4 MewFolder...
Remove from Favorits Folders
Mark All 2 Read
Process All Marked Headers
Process Marked Headers
o
|4 mail Sharing...
ﬁ c Properties
S| Contacts
7] Tasks
b3 (a2 =
0 Items

Step  Action

2. Select New Folder.
||:‘ MNew Folder...

[E] inbo>
New - | B3 X | BuReoy (Recly to Al @3} Forward | % SendReceive - | EpFind @ | @ Typeacontacttofind = | @ !

: Flle Edit View Go Tools Actions Help ¥ ¥ t®personal ¥ ¥ ¥

icrosoft Outiook

Favorite Folders Arranged By: Date |Nemest¢l| top T

[Siinboxi There are no items to show in this view.

[ Unread Mait

L For Foow tip

[ Sent Items
All Mail Folders Create New Folder x|
B €6} Maibox - test55 o

@ Deleted Items (1) |

Folder contains:
[Mail and Post Items =l

Junk E-mail
Outbox
[ Sent Items
[ Search Folders

Select where to place the folder:

Bl EGF Maibox - tests5 -
[ calendar
&3 Contacts
& Deleted Ttems (1)
7 brafis
[} Inbox.
& Joumal
L@ Junk E-mail
o] Notes
[3) Outbox

[ Gent Ttems

(IcE| | ==

-4 mail

] calendar

&=| contacts

] Tasks

[Nl REI R

=181 %]

Type aquestion for help -

0 Items.
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Step

[8] Inbox - Microsoft Outlook RS

Action
Enter the desired information into the Name field. Enter "Principal Mail".
Click the OK button.

i SiNew - | S B3 K | BhReply ERRenly to Al () Forward | 5 SendReceive - | SpFind @ | Tweacontacttofind - | @) !

! Fle Edt View Go Tooks Actions Help ¥ ¥ fpersonal ¥ ¥ ¥ Type aquestion forhelp  ~

Favorite Folders Arranged By: Date |Nemest¢l| top T ~1

B €6} Maibox - test55

[ mbox There are no items to show in this view.

(4 Unread Mad

L For Folow Lp Eﬁ Untitled - Message (Rich Text) =101 x|
[ Sent Items

He Edit View Insert Format Tools Actons Help
ietgend | S| % B2 B0 ‘@Afﬂd‘askdobePDFlm R/\'% ! 8| ¥ [F] [ optons... I@!
(3 Deletedte || [ CAlB 7 T =

= 3 Inbox
(23 Principal M —I “
[ Junk E-mai |
(=) Outbox Subject:
[ Sent Items
@ [ Search Folde

All Mail Folders

|- Mail
| £ cotendor |
&= contacts
|Z] Tasks
[NI=Re R B
Bso| 8O R B G| H[SF"® S M|

Action
Click the Tools object.

Select Rules and Alerts.

Select New Rule.
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[&] 1nbs osoft Outlook IR
i Sinew - | S B3 X | BuReoly ERerly to Al £ Forward | [FjsendReceive - | BpFind g | [ Tyeacontacttofind - | @ !
! Fle Edt Wiew Go Tools Actions Help ¥ ¥ cEpersondl ¥ ¥ ¥ Type a question for help =
Favorite Folders Arranged By: Date |Newestontop = =

[ Tnbox | There are no items to show in this view.

L) Unread Mal

| For rolowr s [Ruleswizard

[ Sent Items

% Start creating a rule from a template

All Mail Folders " Start from a blank rule

=) €5} Mailbox - test5s

(5 Deleted Ttems (1) Step 1: Select a template
[ Drafts Stay Organized
E [ nbox
23 Principal Mail L3 Move messages with specific words in the subject to a folder
[ Junk E-mai 23 Move messages sent to a distribution list to a folder
) Outbox X Delete a conversation
[ sent Items

¥ Fiag messages from someane with a colored flag

Stay Up to Date
9y Disolay mail from someone in the New Item Alert Window
4 Play a sound when I get messages from someone E
@ Send an alert to my mobile device when 1 get messages from someone

[ Search Folders

Rule deser
Step 2: Edit the rule description (dlick an underiined value)

Apply this rule after the message arrives
from pecple or distribution list
move t to the spedfied folder

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

Cancel < Bacl

klCa [ =

0 Items [ ] online

Step  Action

8. Click the Rule description. For this topic select People or Distribution List.
|xogle or distribution list |

nb ft Outlo =l8lx]
R E RSN T ) |
D Fle Edt View G Typ i from the: Type a question for help =
N [Giobal adcress List =

Favorite Foiders = T Busness Prone Tofe |72

Cavten
L33 Liread Mot =3 2nd Year Principals

(i Forrolowtip | g3 Year Prin [
[ Sent Items [ 3rd Year Principals
i val Faiders. [ A Mario Loiederman MS.
FEEEEEE L g lAands
) €5 Mailbox - test5s (@| AandS Limited Access
(5] Deleted Iten Aaron, Christine T 0481t
[ Drafts Aaron, Kmberly P 0273¢
B [ 1nbox Aaron, Rebecca § 3223 older
[ Principal M2 Aaron, Theresa 0321: the subject to a folder
L@ Junk E-mai Aaronson, Beverly 0274 list to a folder
[i=) Cutbox Aaronson, Connie 0350:
[ sent Ttems astest] tester kolored flag
[ Search Folders || AB425STAFF -
1 _'l_l Ttem Alert Window

lom someane i

From > I | en T get messages from someone
frined value)
Advanced w oK Cancel

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

Cancel < Bacl

[N R

0 Items
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9.

10.

Step

11.

Action

Enter the desired information into the Type Name or Select from List field. Enter

"testbh".

Click the From -> button.

[&] inbox - Microsoft Outlook

[ search Folders

=T

x|

gl

Tetiow, Patrida

D ple Edt Yew G TypeName or Select from List: Show Names from the:
[testss [ toba acdress List |
Favorite Folders [ Hame | Business Phore [ office
[[5 Inbox est55 0
[ iread Mai Testa, Berry A.
L For Follow Up Testa, Rochelle B. 34251
[ Sent Items Testa, Terry 1. 0223¢
S Testease, Test02 Bethe
_ Testcase, Test0s Bethe
£ ¥ Malbox - testss Testerman, Flora C 34402
Deleted It i
@ en testing10 =
LA\ Drafts testmigd
1[5 Trbox testmigl.
(23 Principal Mz testmig?
[ Junk E-mail testhM
5 outbex & tesboc
[ Sent Ttems Tetiow, Jean E 03243

From-> | ftestss

Advanced W

the subject to a folder
list to a folder

kolored fiag

Ttem Alert Window
lom someane

frined value)

Eﬂlé

| [ Type a contact to find
T~

older

en 1 get messages from someone

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

-le@f

|4 mail

Cancel

< Back Next >

Finish

| Apply,

] calendar

8] Contacts

7] Tasks

Nl R

=181

Type a question for help  ~

0 Ttems.

Action

Notice Test55 is now in the from row and it is underlined. Click the OK button.
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[&] 1nbs

osoft Qutlook

! File Edt View Go Tools

iGdnew - |G B3 X | BuRreply ERReply to Al 6 Forward |

Actions

Favorite Falders Arranged By: Date

Send/Receive = | SpFind @ | @ Tweacontactiofind  « | @) !

Help ¥ ¥ cdpersonal ¥ ¥ ¥

|Newest on top

T .

[ Tnbox

L Uread Mal
(34 For Follw tp
[ Sent Items

All Mail Folders

| There are no items to show in this view.

R waars

% Start creating a rule from a template
" Start from a blank rule

=) €5} Mailbox - testss

(@ peleted Items (1)
[Z Drafts

E [ nbox

(23 Principal Mail

[ Junk E-mail
[ Outbox
[ sent Items

[ Search Folders

Step 1: Select a template
Stay Organized

L3 Move messages with specific words in the subject to a folder
(23 Move messages sent to 2 distribution list to a folder
X Delete a conversation
¥ Fiag messages from someane with a colored flag
Stay Up to Date
9y Disolay mail from someone in the New Item Alert Window
4 Play a sound when I get messages from someone E
@ Send an alert to my mobile device when 1 get messages from someone

|4 mail

] calendar

7] Tasks

Rule deser
Step 2: Edit the rule description (dlick an underiined value)
Apply this rule after the message arrves
fromitestss
move it to the specified folder
Example: Move mail from my manager to my High Importance folder
Cancel < Back
i3 (a2 =

JSETES

Type aquestion for help  +

0 Items

Step  Action

12.

Click the Rule description and select Specified Folder.

Type aquestion for help -

[E] 1nbs ft Outlook
iew - | G B3 X | BuReply ERReply to Al (3} Foruard | [ SendReceive - | EpFind [ | [ Typeacontacttofind - | @ !
! Fle Edt View Go Tooks Actions Help ¥ ¥ fpersonal ¥ ¥ ¥
Fayorite Folders Arranged By: Date |Newestontop = =
[ mbox | There are noitems to show in this view.
[ thread Mad
. oot
[ sent Items [Rules and A4 P
% Start eating a rule from a template
E-mall Rule
A tiok olders " start from a blank rule
B €6} Maibox - test55
oy e e
3 peetedtems () T I xi
El [ Inbox W choose a folder:
(3 Principal Mail [
[Preta 1[5 b s o1
=1 Cuthox b [
&4 Contacts
(5 Scorch rold 1 L@E Deleted Items (1)
earch Folders . 51 Drafis New...
b 3
q g Journal
| Junk E-mail
Rule deser ] Notes
Step. (3| outhox
Aop [ sent Items
fror | Tasks
moy 3 Public Folders
Exc
@ Mail Cancel < Back
] calendar
Contacts
7] Tasks
[NE=Rr R v
0 Items
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Step  Action
13.  Click the plus sign to expand the Inbox folder.
14.  Click on the Principal Mail folder to select this folder.
15.  Click the OK button.

i

Inbox - Microsoft Outlook =171 ]
P SiNew - | B3 X | BuReny @Reoly to Al @) Forward | [ SendReceive - | SpRnd @ | [ Typeacontacttofind  + | @ !
i gle Edt View Go Tools Actions Help ¥ ¥ cEpersonal ¥ ¥ ¥ Type aquestion for help  +
Favorite Folders Arranged By: Date |Newestontop = =
[y bex || There are noitems to show in this view.
L) Unread s
S x
[ Sent Items [Rules and 4 P
¥ Start creating a rule from a template
All Mail Fold E-mail Rule
Slrorers € Start from a blank rule
El €6} Maibox - testss & o
1= New ]
(3] Deleted Items (1) Step 1: Select a template
L7 Drafts |_[Rule( [ stay Organized
Bl [ Inbox L35 M from a folder
23 Principal Mail L3 Move messages with specific words in the subject to a folder
Junk E-mail L Move messages sent to 2 distribution list to a folder
5} outbax X Delete a conversation
[ Sent Items

¥ Fiag messages from someone with a colored flag

Stay Up to Date
=, Display mail from someone in the New [tem Alert Window
) Play a sound when I get messages from someane ht
[ send an alert to my mobile device when I get messages from someone

[ search Folders

|

Step 2: Edit the rule description (dlick an underined valuz)

Apply this rule after the message arrives
fromifgsiEs
move it to the Principal Mail foider

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

B Mail Cancel < Back Next > Finish

] calendar
8] contacts
7] Tasks

LM

0 1tems |[&] online

Step  Action

16.  Notice in Step 2 that test55 is who the message is from and the messages are moved to
the Principal Mail folder. Click the Next > button.

17.  Click the Finish button.
18.  Congratulations, you have completed the topic on Creating Rules. There are many

different types of rules you can create.
End of Procedure.
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