How to Filter E-mail to Folders in Outlook

Objective: Learn to filter emails to designated folders
= Step 1: Open Outlook

o Double Click On Outlook

= Step 2: Open Tools
o Select tools

o Select Rules and Alerts...
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= Step 3: Rules and Alerts Window
o All your rules will appear in the window below

o Click on New Rules Button
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Rule description (click an underlined value to edit):

Apply this rule after the message arrives
from i fiaala
and on this machine only

play ding.wav
and move it to the | (i~ folder

["]Enable rules on all RSS Feeds

OK l [ Cancel

Step 4: Select Template

O

O

Out of the list pick which template you want for this rule

Click on people or distribution list
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Rules Wizard) LE

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized

e
- Mowe messages from someone to a folder

3 Mowe messages with specific words in the subject to a folder

3 Move messages sent to a distribution list to a folder

> Delete a conversation

b o Flag messages from someone for follow-up

3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

“Y: Display mail from someone in the New Ttemn Alert Windows

«fl  Play a sound when I get messages from someone

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

~ Check messages when they arrive

=1 Check messages after sending

manager to my High Importance folder

o] [

= Step 5: Rule Address
o Choose an email you want to use for this rule
o Double click on that email address
o Once it shows up in the from section at the bottom

o Click Ok
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= Step 6: Select Folder
o Click on specified (circled in red)
o Choose which folder you want these emails to go into

o Click Ok
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Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
<1 Move messages from someone to a folder
3 Move messages with specific words in the subject to a folder
3 Move messages sent to a distribution list to a folder
! X Delete a conversation
Ad Flag messages from someone for follows-up
3 Move RSS items from a specific RSS Feed to a folder
E Stay Up to Date
f “: Display mail from someone in the New Ttem Alert Window
& Play a sound when I get messages from someone
| @ sendanalertto my mobile device when I get messages from someone
1 Start from a blank rule
=1 Check messages when they arrive
‘=1 Check messages after sending

1 Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

from Alice Sej
mave it to t Ider

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

: Next > | [ Finish

= Step 7: Double check
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o Double check that you are applying this rule to messages from

o And that these messages will go into the correct folder

o Click Ok
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1
Rules Wizard ! ';3

Start from a template or from a blank rule

Step 1: Select a template

Stay Organized

£
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Move messages from someone to a folder

Move messages with specific words in the subject to a folder
Mowve messages sent to a distribution list to a folder

Delete a conversation

Flag messages from someone for follow-up

Move RSS itemns from a specific RSS Feed to a folder

Stay Up to Date

2
]
|

Display mail from someone in the New tem Alert Window
Play a sound when I get messages from someone
Send an alert to my mobile device when I get messages from someone

Start from a blank rule
=]

=1 Check messages after sending

and on this machine only
move it to the Alice folder,

Check messages when they arrive

from my manager to my High Importance folder

o ID o

Step 8: Select Conditions

o Condition window appears
o Check which conditions you want to apply to this rule

o Click Next
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Rules Wizard Bi

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

on this machine only

from people or distribution list

[ with specific words in the subject

[] through the specified account

[ ] sent only to me

[] where my name is in the To box

[ marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

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

[] where my name 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 body
[ with specific words in the message header
[ ] with specific words in the recipient's address
[ with specific words in the sender's address

<

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from Alice Seba
and on this machine only
mowve it to the Alice folder

[ Cancel l [ < Back ][ Mext = l [ Finish
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= Step 9: Select action

o Put a check mark in all actions you want to happen to this email when it comes

into your email account

o Click Next

Rules Wisard a‘

wWhat do you want to do with the message?
Step 1: Select action(s)

o

assign it to the category category

delete it

permanently delete it

mowve a copy to the specified folder

forward it to people or distribution list

forwward it to people or distribution list as an attachment
reply using a_specific template

flag message for followve up at this time

clear the Message Flag

clear message's categories

mark it as importance

print it

play a sound

start application e
mark it as read

run a script

stop processing more rules

|
%
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Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from alice Seba
and on this machine only
mowe it to the Alice folder

[ concet | [ <sack [ mew= ] [ Fmen |
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= Step 10: Exceptions
o Select any exceptions you want for this rule

o Click Next

RulesWiEard) ﬂl

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[ |iexcept if from people or distribution list =
[ ] except if the subject contains specific words N |
[] except through the specified account

[] except if sent only to me

[] except where my name is in the To box

[] except if it is marked as importance

[] except if it is marked as sensitivity

[ ] except if it is flagged for action

[] except where my name is in the Cc box

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

[] except where my name is not in the To box

[] except if sent to people or distribution list

[] except if the body contains specific words

[] except if the subject or body contains specific words
[ ] except if the message header contains specific words
[] except with specific words in the recipient's address
[] except with specific words in the sender's address
[] except if assigned to category category |:|

Step 2: Edit the rule description (click an underlined wvalue)
Apply this rule after the message arrives
from Alice Seba
and on this machine only
move it to the Alice folder

[ Cancel ] [ < Back ][ MNext > ] [ Finish ]

= Step 11: Finish Rule
o Give your rule a name
o Make sure turn on this rule is checked

o Click Flnished
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J RulesaWizand: m

Finish rule setup.

Step 1: Specify a name for this rule
Alice Seba (1)

{ Step 2: Setup rule options

[]Run this rule now on messages already in "Junk E-mail"

| [¥]Turn on this rule

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
from Alice Seba

] and on this machine only

move it to the Alice folder

coven ] [ <oom Coom D

Now that you have this done all emails coming in from that email address will go
straight to the designated folder therefore not cluttering up your inbox and keeping
your emails much more organized.
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Terms of use

« Give it away to your blog/website readers

» Give it away as a freebie to those who sign up for your mailing list
* Give it away as a free bonus to your paid products

« Give it away to members of your membership site as a free bonus
» Give it away to your customers or clients as a gift

* Give it away during a webinar as a learning tool

» This checklist is not be sold

e This checklist is not to be altered or edited in any way.
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