Managing Messages by Creating a Rule

Rules help you manage your e-mail messages by performing actions on messages that match a
specific set of conditions. After you create a rule, Microsoft Outlook applies the rule when a message
arrives in your Inbox.
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Create a rule in Microsoft Outlook: Move all specified messages to another folder

1. Right-click the message that you want to base the rule on, and then on the shortcut menu,
click Create Rule.

In the Create Rule dialog box, select the check boxes for the options that are already filled in
with information from your selected message.

Create Rule X 2. Select the Move e-mail to folder
check box.

When I get e-mail with all of the selected conditions
[ IFrom Peggy Coakley

3. Click an existing folder or click
[v] Subject contains |[eta|k] etalk List |

New to create a new folder to
[sent to | etalk v| store the messages.

Do the Following

4. To add more conditions, actions,

Display in the Mew Item Alert window . .
Cosptay = or exceptions to the rule, click

2= = e s ) (=) Advanced Options, and then
[¥] Move e-mail to Folder: |E—Talk | | Seleck Folder. .. | follow the rest of the instructions

in the Rules Wizard.

[ [a]'4 ] ’ Cancel ] ’Aglvanced Options...l

Tip Torun the rule as soon as you create it, select the Run this rule now on the messages already in
foldercheck box on the last page of the Rules Wizard.

"j The rule "etalk (13" has been created.
L3

[w]Run this rule now on messages already in the current Folder:

All the messages already in your Inbox (or whichever folder you chose) are moved to the other folder.
To test your new rule, take a look at your new folder.
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