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Using Mail Rules in Outlook

Email rules are used to perform a certain task onincoming messages meeting certain criteria. As an example,
newsletters from a specific vendor could be routed to a dedicated folder for that vendorto avoid cluttering the
inbox. Steps shown are from Outlook 2019 and may vary slightly in different versions.

1. Begin by selecting the email you wish to create a rule regarding, then select Rules, then Create Rule.
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2. You will see a popup with some basic settings with the ability to configurethe rule based on sender, subject,
and recipient, and with the ability to display an alert, play a sound, or move to a folder. If this is sufficient for
your needs, the rule can be configured here and finished. Otherwise, select Advanced Optionsto continue.
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3. You will see a long list of items your mail rule can include. Any underlined text can be clicked in the Step 2
area to configure it with further details. You can select multiple items to refine the rule further. In the vendor
newsletter example, you might want to move messages from noreply@vendor.com but only if the subject
also contains ‘newsletter’ so that other messages from the vendor will still reach yourinbox normally. Click

Next to continue.

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

[ from ~
with Test in the subject

[] sent tol

[] with Test in the subject or body

[] 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 Ce box

[ ] where my name is not in the To box

[] with specific words in the body

[ with specific words in the message header

[] with specific words in the recipient's addrass

[] with specific words in the sender's address

["] assigned to category categary v

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

Apply this rule after the message arrives
with Test in the subject

Cancel < Back Next > Finish
Specify words or phrases to search for in the subject:

Test Add
Search list:
Test”

Remove

(014 Cancel

4. The next screen is very similar, providing a list of actions, such as to move, delete, forward, or mark the

message as read. Configure the option(s) you need and select Next to continue.
Rules Wizard X

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

[] move it to the specified folder ~
[] assign it to the category category

[ delete it

[[] permanently delete it

[] move a copy to the specified folder

[ forward it to people or public aroup

[] forward it to people or public aroup as an attachment

[] redirect it to people or public group

[] have server reply using a specific message

[ reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categories

[] mark it as importance

[ print it

[ play a sound

[] mark it as read

[[] stop processing more rules hd
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5. The third screen will give options to set exceptions in a similar manner. Configure if needed, otherwise press

Next to continue.

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

[] except if from people or public group

[] except if the subject contains specific words

[7] except through the specified account

[7] except if sent only to me

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

[7] except if it is marked as importance

[7] 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 public aroup

[] 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 categaory category

serve as a test of the rules functionality. Press Finish to complete.

s

6. The final screen lets you name the rule. It is recommended to select the option to run the rule now, which will

Finish rule setup.

Step 1: Specify a name for this rule
Test

Step 2: Setup rule options
Run this rule now on messages already in “Inbox”
Turn on this rule

Create this rule on all accounts

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

Apply this rule after the message arrives
with Test in the subject
delete it

Cancel < Back Mext >

Reach out to SmartPath Technologies if you experience anyissues.
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