How to Filter Messages in Outlook

1. In Outlook, go to Tools, Rules and Alerts
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2. Under E-Mail Rules, click on New Rule
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3, Choose - Rules Wizard

Move messages from
someone to a folder

4. Cl

IC
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Stark From a template or From a blank rule
Step 1: Select a template

\Stﬂﬁf DI'I_II-EII'IiEEd
-.j Move messages from someones ko a Folder

3 Move messages with specific words in the subject ko a Folder
[ Move messages sent to a distribution list ko a Folder

>< Delete a conversation

? Flag messages from someone For Fallow-up

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

= Display mail From someone in the Mew Ttem Alert Window

| Play a sound when I get messages from someone

a Send an alerk ta my mobile device when I gek messages from someane
Start from a blank rule

] Check messages when they arrive

=1 iZheck messages after sending

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

Apply this rule after the message arrives
Fram people or distribution lisk
move it ko the specified Folder

Example: Moye mail from my manager to my High Importance folder
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5. In Step 1, Select condition(s), Rules Wizard
you may choose as many or Which condition(s) do

. . wou wank o checky
as few conditions as you like. Step 1: Select condition(s)

from people or distribution list

To filter the emails of a particular [ with specific words in the subject
[] through the specified accounk

person, choose [] sent anly ko me
[] where my name is in the To box
You may also filter based on L) marked a5 imoortance
o . [] marked as sensitivity
specific words or other conditions [] 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 bax

[] sent to people ar distribution list

[] with specific words in the body
6, In Step 2, CliCk on the [] with specific words in the subject or body

[ ] with specific words in the message header
underlined items and enter the [] with specific words in the recipient's address

[ ] with specific words in the sender's address

correct information (name/email [] assigned to category category
Of person ) an d th e fO | de r Whe re Step z: Edit the rule description {click an underlined value)

apply this rule after the message arrives

you want the message sent. DFrom people or distribution list
mave it ko the specified Folder

7. Click Next > —
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8. In this Rule, all
messages from
Patricia A Yevics
would be sent to the
deleted items file

Rules Wizard

which conditionds) do wou want ko checky
Skep 1: Select condition(s)

From people or distribution lisk

[ with specific words in the subject

[ ] throwugh the specified account

[ sent anly ko 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 lisk

[] with specific words in the bady

[ ] 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
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move ik ko the Deleked Ikems Folder

”
L

Step Z: Edit the rule description (click an underlined walue)
Cancel ] [ < Back " Mext = l [ Finish




9. You can also add

exceptions to the
Rule

Rules Wizard

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

[ |iexcept if From people or_distribution list

[] except if the subject contains specific words

[] except through the specified account

[] except if sent only ko me

[] except where my name is in the To bosx

[] except if it is marked as impartance

[] except if it is marked as sensikivity

[] except if it is Flagged For ackion

[ 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 nok in the To box

[] except if sent ko people or distribukion lisk

[] except if the body contains specific waords

[] except if the subject aor body contains specific wards
[] except if the message header conkains 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 categary

Step 2: Edit the rule description {click an underlined +alue)

Apply this rule after the message arrives
From Patricia & Yevics
move it to the Deleted Items Folder
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Rules Wizard ['5_(

10. Name the Rule/

11. Click Finish

Finish rule setup.

Step 1: Specify a name Far this rule

Patricia A Yewics

Skep 2 Setup rule options

[ ] Run this rule now on messages already in "Marketing Ideas"

Turn on this rule

Step 3: Review rule description {click an underlined walue to edit)

Apply this rule after the message arrives
From Patricia & Yevics
move it to the Deleted Items Folder

Cancel ][ < Back ]




