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	This document details the step necessary to create automated set of email rules using Outlook.

	

	
Requirements

· Access to computer with Internet connection
· Staff Account
· Microsoft Outlook

Procedure

1. Launch Microsoft Outlook using desktop icon or using the start menu search function or browse folder in All Programs List.

NOTE: Your computer might be running different version of Outlook such as 2010, therefore icon may look different. This procedure works on either version of Outlook program.

Desktop Icon:
[image: ]


Search in using search bar in start menu:
[image: C:\Users\STF2132\Desktop\search.png]






Continued…


Browse All Programs List in Start Menu:
[image: C:\Users\STF2132\Desktop\programlist.png]



2. When Outlook has finished loading, navigate the ribbon by clicking the Home Tab, and find “Rules” Icon:

[image: C:\Users\STF2132\Desktop\ribbon.png]


3. Click on Manage Rules & Alerts…






Continued…


4. New windows will appear showing you the current list of all E-Mail Rules created.

[image: ]

NOTE: Rules and Alerts Window provides users with an overview of their email rules created. Here you can create new rules, delete or copy existing rules.

5. [image: ]Click on “New Rule…” to create a new rule. This will launch Rules Wizard.

In this example, we are going to create a new rule to Move message with specific words in the subject to a folder.

Click on “Move messages with specific words in the subject to a folder” and click “Next”.









	










6. Another Rule Wizard window will appear with conditions. Ensure that the following condition is checked:

[image: ]


7. Then in step 2 of the Rules Wizard screen, click on “specific words”. Now enter desired words or phrases to the search field and click the “Add” button to add the word to the list. Click “OK” to confirm.

[image: ]








8. You will be send back to the Rules Wizards screen where you will need to specify which folder you want emails with the specified phrase to be moved into. Do so by clicking “specified” folder option:

[image: ]

9. Here you will select your desired folder location for all messages containing specified word to be automatically moved into. In this example, select “Junk E-Mail” folder to move the POSSIBLE SPAM subjected emails. Click “OK” to confirm your selection.

[image: ]


10. You will be send back to the Rules Wizard once more. Click “Next” twice to continue. You will reach exceptions condition, where you can allow rule to except from certain people or group. For this procedure, we will continue by clicking “Next” On the last Rules Wizard Screen, you can name the rule and either enable or disable it. Choose your desired name and click “Finish”.

[image: ]

11. You have now successfully created a rule to move all messages with “POSSIBLE SPAM” subject to Junk E-Mail automatically.

--------------------------------------------------------------------------------------------------------------------------------------------------------------------


Contacts

Tomas Satala

Operations & Response Centre
IT Services - University of Derby
Tel: 01332 592277
Email: t.satala@derby.ac.uk
	

	
	



image1.png




image2.png
Programs (1)
Outlook 2013

9 See moreresults

[owtiood [Shutdown [+ ]





image3.png
1) Microsoft Office 2013
e e

[ bce 2013
I infoPetn Designer 2013 i
I infopeth Filer 2013

Lyneaos3
& OneDrive for Business
0 OneNote 2013

Outioak2013
@ Powerpaint 2013
@ publisher 2013
B Send o OneNote 2013
@ wora 2013
U} office 2013 Toos

4 Back

[Seornprograms and





image4.png
B E o -

o

Inbox - T Satala@derby.ac.uk - Outlook

SEND/RECENE ~ FOLDER  VIEW  EnterpriseVault  McAfee E-mail Scan

B Ignore x SRS (@ Jobs 3 To Manager
s 2R & 5 Meetin 3 9
F' vy £ RL(‘i Lﬂ(‘i }-)d ® D Teamemat ¥ Done

lew  New, elete | Reply Reply Forward [y More - | |2 Reply & Delete  '# Create New
Email Ttems - o Junk~ Al v % Reply &Dclete ¥ Create

New Delete Respond Quick steps 5

4 Favorites | [Search Current Maitbox (ctri=E) D [ Current Mailbox_+]

Inbosc Al Unread ByDate ~ Newest ¢

Sent ltems We didntfind anything to show here.

Deleted tems
4TSatala@derby.acuk

[l © Vo |[Seachpeope
IS

Categorize~ 5 Address Boc
Y Fier i

£ Create Rule. Find

OneNote
P Follow Up

Manage Rules & Alets. e

Manage Rules & Alerts
Manage rules and alerts.

Rules make it possible to
automatically take action based on
the contents of 2 message.





image5.png
Rules and Alerts.

E-mal Rules | Manage Alerts

5 New Rt hange R~ 9 Copy.. X Delte

v Run Rules Now... Options

Rude (eppted n te ordershowr) Tacions
daiychedks@derby.ac.uk ] it
SmartReporter - it
eportenstm.com ﬁ i
panRusedery stk ﬁ i
‘alert@pingdom.com w i
Vs-121000r - [id

Rule description (click an underlined value to edity
‘Apply this rule after the message arrves.
from gailychecks@derby.ac uk.
move it to the DIC Reports folder
and stop processing more rules.

[] Enable rules on all messages downloaded from RSS Feeds

Cancel

Apply





image6.png
Rules Wizard =2

Start from a template or from  blank rule
Step 1: Select a template.
Stay Organized
 Move messages from someone to a folder
¥ Move messages with spedific words in the subject to a folder
¥ Move messages sent to a public group to a folder
[P Flag messages from someone for follow-up

| | 541 Mo Micosoft nfopsth forms o  spctictype toaflder
|| 21 Mo RSS tems trom a spetic RSS eed o a folder
|| sty up o Date
||| otspay il o somene in th New em Alet Window
| ) Play a sound when I get messages from someone.
[ Sencan lert o my mobile device when gt messages fom someone
Start rom a ik rule
1 Apply rule on messages I receive
| | 2opy e on mesages 5ens

Step 2 Edit the rule description (click an underlined value)
‘Apply this rule after the message arrives.
from people or public aroup
|| | move itto the specified folder
and stop processing more rules.

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

i Cancel <meck [ Nes Finish





image7.png
Rules Wizard

Which conditions) do you want to check?
Step 1: Select conditions]

i
] from people or public aroup.

] through the specified account

[ sent only to me.

L] 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 public aroup.

' 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.
] assigned to category category

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

‘Apply this rule after the message arrives.
wWith{SpEciic Words in the subject
move it to the specified folder

and stop processing more rules.

G | [eme | mees





image8.png
s ot

‘Specify words o phrases to search for n the subject

search list:

Remove

Cancel





image9.png
Rules Wizard

Which conditions) do you want to check?
Step 1: Select conditions]

i
] from people or public aroup.

] through the specified account

[ sent only to me.

L] 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 public aroup.

' 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.
] assigned to category category

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

‘Apply this rule after the message arrves.
with POSSILE SPAM in the subject
move it to thefipeciied older

and stop processing more fules.

G | [eme | mees





image10.png
Rules and Alerts

Choose a folder:

T Gatendr

= Centport ams

£ Contacts

17 DNCReports (134)

= mportant

s

o sons

1% oumna

([ Junk E-Mail|

1 Meetings

1 Ms-Door (251)
Notes

1 ORC Office

il ’





image11.png
Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

Step 2:Setup rule options.

7] Run this rule now on messages already in Tnbox”

Turm on this e

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)
‘Apply this rule after the message arrives.
with POSSILE SPAM in the subject
move it to the Junk E-Mail folder
and stop processing more fules.

| Goneel) (LomBede ]| nets





image12.jpeg
UNIVERSITY
of DERBY




