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Move Email to Folders

You can use a rule to move messages automatically from your Inbox to a different folder. Rules can be
specified for emails from a particular person, emails sent to a particular distribution group, or emails with
certain words in the subject line.

Set up the rule

1. On the Tools menu, go to Rules and Alerts:

Inbox - Microsoft Outlook

f Flle Edt Wiew Go | Tooks | Actions  Help  Adohe PDF
EQJJMEW = (3 » Find 3

mm Address Book,..  ChrH-Shift+B

Favorite Folders &

B nbox ( |ﬁ Rules and Alerts )
| Eread Mai OUF of Gifice Assistant. .,

L For Follow Up [1]
L4 Sent Items

Mailboyx Cleanup...

All Mail Falders Eorms r

= 25 Debra Jennings Options, ..
&l Deleted Items
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2.  On the Email Rules tab, click New Rule:

Rules and Alerts

E-mail Rules } Manage Alerts-i

LE‘:?MEW Rule... JChange Rule = 53 Copy... )( Delete | o % BunRules Mow... Options

|Rule {applied in the order shown) Actions
[ ] wacation : 3:’?
Rap Key Request (client-onky) =
v SiteScope 3

Rule description {click an underlined value to edit):

| Apply this rule after the message arrives
where my name is in the To or Cc box
have server reply using Quk of office
except if it is an Qut of Office message

[ K ] [ Cancel
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3. Leave Start creating a rule from a template selected, and choose one of the options under Step
1: Select a template:

Rules Wizard

(%) Skart creating a ruls from a kemplate

{__) Start From a blank rule

he ubject ko a Folder
ﬂ Move messages sent to a distribution list bo a folder
X Delete a conversation
¥ Flag messages from someone with a colored Fag
Stay Up to Date
=, Display mail from someone in the New Item Alert Window
W Play a sound when I get messages from someone
a Send an alert ko my mobile device when I get messages from someons

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

Apply this rule after the message arrives

from people or distribution list
move it to the specified folder

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

< Back [ Mk = ] l Finish ]

4. Under Step 2: Edit the rule description, click on each underlined item and specify the rule criteria
(i.e., who the email is from and which folder to move it to):

Rules Wizard f5_<|

(%) Skart creating a rule From a kemplate
() Skart from a blank rule

Skep 1; Select a template

Stay Organized

L Move messages with specific words in the subject to a folder

LY Move messages sent to & distribution list to a Folder
'K Delete a conversation
¥ Flag messages from someone with a calored flag
Stay Up to Date
= Display mail from somenne in the Mew Item Alert Window
W Play a sound when I get messages From someans
a Send an alert to my mobile device when I get messages from someone

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

Apply this rule after the message arrives

mowve ik to the specified:ifolder

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

< Back ek = l( Finish D
e —
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5. Choose Finish.

6. The rule is enabled automatically. To temporarily disable it, delete it or change the rule criteria, go
back to Tools, Rules and Alerts. Uncheck the box next to the rule to disable it. To see other
options, select the rule from the list and choose Change Rule:

Rules and Alerts E|E|

E-mail Rules | Manage alsrts |

@M&w Rule.@nge R@:ﬁ Copy... % Delete | & % RunRules Mow... Options

| Rule {applied iR EHEOrdEr shown) | &ictions
[[] vacation *
%

Rule description (click an underlined value to edit):

apply this rule after the message arrives
with SiteScope in the sendet's address
move it to khe Alerts Folder

[ 2K ][ Cancel ][ Apply
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Use Junk E-mail Folder

The Junk E-mail Filter in Outlook is turned on by default, and the protection level is set to Low. This level
is designed to catch only the most obvious junk e-mail messages. You can make the filter more
aggressive, but if you do it may catch legitimate messages sometimes. Any message that is caught by the
Junk E-mail Filter is moved to a special Junk E-mail folder. You should review messages in the Junk E-
mail folder from time to time to make sure that they are not legitimate messages that you want to see.

Review messages in the Junk E-mail folder
1. The Junk E-mail folder should be in the Folder List in the left pane of Outlook:

Inbox - Microsoft Outlook

! Fle Edit Wew Go Tools  Actions

iiodNew - | Y X |G Reply

Folder List

All Folders

=) ¥4 Debra Jennings 5
[ calendar

|8=] Contacks

&) Deleted Items (£)

._ﬂ Drafts [3]

EJE Inbox I8

Aaln=!
L= Outbox
L= Sent Ttems

& [ Sync Issues (1)
& Tasks

# L) Search Folders

2. If you do not see the Junk E-mail folder in the list, on the Go menu, choose Folder List:

Inbox - Microsoft Outlook
! File Edit  Wiew

P adbew ~ |4

Tools  Actions  Help

Mail Chrl+1

- HH| Calendar  Crri+2
Folder List ]
fi=| Contact Chrl+3
All Folders Bf) Contacts :
=
= €5 Debra Jennings ] Tesls ChEE
] Calendar Chrl+5

fa] Deleted I

8 Contacts ch:'l Folder List}tr|+6 |

L7 Drafts [3]
4 [ Inbox (1)

. S—
Shortcuts  Chrl+7
éﬂ_ Journal Chrl+8

H5 urnal
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3. Inthe Junk E-mail folder, you can read and move/delete messages. You can also specify which
messages are ot junk by selecting the closed email and using the Not Junk button, or right-clicking
on the closed email and choosing Junk E-mail, Mark as Not Junk. The email will be moved to
your Inbox, and you will be prompted to add the sender to your “safe” list:

'@ i Beply (@Reply to Al 3 Forward | L Send/Receive - | BoFind (S5 [ [ Type acontacttofind x| @)

Junk E-mail
B, ¢ [ @ From ~ Subject

|

= From: Breakthrough Management Group {1 item, 1 unread}

" B  Breaktheaunh  Froch Dorenackiyes, New Approaches. 000
)] Open

=4 Print
i Reply
_-ﬁ Reply to Al
=% Forward
Fallow Up 3
(=] Mark as Read

Caktegaries. ..
Jest Find 4l »
art ﬁ Create Rule...
| (_;unk E'mép 4 | Add Sender to Blocked Senders List
X Delete Add Sender to Safe Senders Lisk
“26) _;j Maowe to Folder... Add Sender's Domain (@example.com) ko Safe Senders List
2] Options... Add Recipient ko Safe Recipients Lisk
LS | (Mark as Mok Junk.:)-
MGU Suppi MS. -
Ak Anl Stime

Add a name to the Blocked Senders list

1. In the Junk E-mail folder, right-click the message and choose Junk E-mail, then Add Sender to
Blocked Senders List.

2. To see or edit the Blocked Senders list, on the Outlook Tools menu, click Options:

Inbox - Microsoft Outlook
Edit  Wiew @:- Tools [ Actions Help  Adobe PDF
Find 3

i File

Pgdlew - | 23 X

Folder List [ Address Book..,  Chrl+-Shift+B

All Folders | Organige
L_ﬁ: Rules and Alerts. ..

2 E{_;JI Cebra Jennings
] calendar Out of Office Assistant. ..
|84 Contacts
{a] Deleted Items

Mailbox Cleanup...

L7 Drafts [3] Hoa R
# [ Inbox (2) e

éﬂ Journal | ( QP':IDI‘IS..)

[@l Junk E-mail 3
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3. On the Preferences tab, under E-mail, click Junk E-mail:

Options
Preferences 1Mai| Setup. If r;'1ail Fu:nrmat- -Spelling- -SBcurity I Other'-: [-)elegatesjé
E-mail -
. : Change the appearance of messages and the way they are handled.
| Junk E-mail. ., [ E-mail Options. .. ]
Calendar
; Customize the appearance of the Calendar,
Default reminder: | 15 minutes » : [galendar Ciptions. ,. ]
Tasks
-ﬂj hange the appearance of tasks,
Reminder time: |8:EIIZI Al W i [ Task Options. .. ]
Conkacks
8 —| Change default settings for contact and journal,
E [ Contack Options... ] [ Journal Options. .. ]
Mokes
Change the appearance of naotes,
- Moke Cptions. ..

4. On the Blocked Senders tab, click Add to add an email address (i.e. joe@sellmestuff.com) or
domain (@bugme.net) to block. Or, select a name on the list if you want to Edit or Remove it.

Junk E-mail Options

"= E-mail from addresses or domain names on your Blocked Senders Lisk will
w always be treated as junk e-mail,

@bugme.net
joesmith@sellmestuff, com

Import From File, ..
Export to File...

[ [a]'s ][ Cancel H Apply ]

5. Choose OK when you're done updating the list.
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