ITD Fact File:

Outlook- Creating Email Rules (Exchange)

Information Technology Directorate — UNE Microsoft Exchange Project

Creating and Setting Rules

Go to ‘Tools’ on the top action bar and select
‘Rules and Alerts’.

To make a new rule click ‘New Rule...’

Select which rule/s you wish to apply and click the
hyperlink text to select criteria that you wish to set
to incoming mail. Select ‘Finish” when done.
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Start from a template or from a blank rule
Step 1: Select a template

Stay Or d
| 2" Move from someone to a folder
.’3 Move messages with specific words in the subject to a folder
™} Move messages sent to a distribution list to a folder
X Delete a conversation
WV Flag messages from someone For follow-up
™3 Move Microsoft Office InfoPath Forms of a specific type to a folder
™ Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
. Display mail from someone in the New Item Alert Window
) Play a sound when I get messages from someone
j Send an alert to my mobile device when I get messages from someone
Start from a blank rule
| Check messages when they arrive
= Check messages after sending

Step 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
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