Moving specific mail by sender, subject or body text moved into a special folder
in Outlook using the Rules Wizard.

NOTE: Before you start to create your rules using the wizard, create the folder you
want your messages moved into.

e Open Outlook and go to the TOOLS Menu and select Rules Wizard... from the
drop down menu.

Once you see the following window, click on the New... button
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Rule description {click on an underlined value to edik it):
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H nes when kb
Check messages after sendin
Move new messages From someone

Makify me when imparkant messages arrive
Move messadges based on conkent
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Rule description fclick on an underlined walue to edit it):

Apply this rule after the message arrives
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e Click on NEXT
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Rule description fclick on an underlined walue to edit it):
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e Check “with specific words in subject” in the top section of the window and then click
on the link to “specific words”
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Specify words or phrases ko search For in the subject:
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e Type in or paste into the Add new field the exact words used in the subject field of the
incoming e-mail messages you want moved to the folder. Then click on the Add button
and you will see the next window.
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specify words or phrases to search For in the subject:
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Click on the OK button

Now you can see what subject line is going to be moved to the folder.
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Rule description fclick on an underlined walue to edit it):

— iy Apply this rule after the message arrives
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Click on NEXT




Rules Wizard E |

wehat do you want to do with the message?

[ ] move a copy ko the specified Folder
[ delete it
E [ permanently delete it
3 i [ Forward it ko people or distribukion list
I,-'J [ Forward it ko people or distribu... as an atkachment ﬂ

Rule description fclick on an underlined walue to edit it):

Apply this rule after the message arrives
with WAt Form daka in the subject

[@ Cancel < Back I Mext = I Finizh

e Click in the “Move to specified folder” box
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What do you want to do with the message?

Fdirnceee i bo Ehe specified Falder

[ | maove a copy ko pecified folder

[] delete it

i | permanently delete it
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i [ forward it to people or distribu. .. as an attachment ¥}

Rule description fclick on an undetlined walue to edit it):

Apply this rule after the message arrives
with Wit Formn daka in the subject
oy ik ko the EaEmaEslfolder
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e Now click on the link in the lower portion of the window for “specified folder”
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e Click on the “+” sign to the left of the Inbox to see all the folders you have in your
Mailbox.
e Select the folder you want the messages moved into.



Rulez Wizard E |

What do wou want ko do with the message?

move it ko the specified Falder
[ 1 move a copy ko the specified Folder
[] delete it
o [ ] permanently delete it
3 i [ ] Forward it ko people or distribukion list
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Rule description fclick on an underlined walue to edit it):

Apply Ehis rule after the message arrives
with W' Form datka in the subject
e it to the
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e Inthis case, | have selected the ESU/PSE folder.

e Now click on the NEXT button.



Rules Wizard

-

2] %

add any exceptions (f necessary):

[ ] except if sent only ko me
[ except where my name is in the Cc box

[ except if my narme is in the To or Co bo

[] except where my name is nat in the To bosx

[ ] except if From people or distribution lisk ¥

Rule description fclick on an underlined walue to edit it):

Apply this rule after the message arrives
with WAt Form daka in the subject
rnove it to the ESUIPSU Folder
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If you have any exceptions, add them here. Otherwise click on NEXT.
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Apply this rule after the message arrives
with Yy Form data in the subject:
move it to the ESUYPSU Folder

You can rename the rule name to anything you want to make it easier to know what it is.

ules izal

Apply this rule after the message arrives
with Yy Form data in the subject:
move it to the ESUYPSU Folder



Click on FINISH

Now you have a new Rule
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apply rules in the following order:
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Rule description {click on an underlined value to edik it):

Apply Ehis rule afker the message arrives
with W Form datka in the subject
move it to the ESUIPSU Folder
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