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Sorting messages using message rules in Outlook

Introduction

This guide helps set up folders and rules to sort emails into folders when they arrive. You can use
this with single and multiple email accounts.

These instructions use Outlook 2003, but should be similar for other versions
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So our folder list now looks like this
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Creating a rule to sort mail into the folder
Here we will be sorting mail as it arrives based on the recipient's name to the 'work' folder
Complete folders ( as above) for each rule you want.

Click on the inbox folder in the folder list. Click 'rules and alerts' to open this window

Rules and Alerts I |# | 2 |
E-mail Rules | Manage Alerts
@ﬂew Rule... Change Rule ~ 53 Copy... 2% Delete | i % RunRules Mow... Options
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Select the "™ew Rule”™ button to make a rule. (4

Rule description {dick an underlined value to edit):
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Now click 'New rule', then choose to start from a blank rule, keep 'check messages as they arrive'
and finally press next:

Rules Wizard t ||

() Start creating a rule from a template
(@) Start from a blank rule

Step 1: Select when messages should be checked

Chedk messages when they arrive

Check messages after sending

Step 2: Edit the rule description (dids an underlined value)
| Apply this rule after the message arrives
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In the next window, scroll down and choose 'sent to people or distribution list'

Rules Wizard
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Which condition{s) do you want to chedk?
Step 1: Select condition(s)

[] 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 distribution list

[ with spedific words in the body

[] with specific words in the subject or body

[] with specific words in the message header

[] with zpedfic words in the redipient's address

[] with specific words in the sender's address

| assigned to category category

[] which is an Out of Office message &

Step 2: Edit the rule description {dick an underlined value)

&pply this rule after the message arrives
sent to people or distribution list

Cancel | | <Back | mMext> | | Finish




Now click on "people or distribution list' in the Step 2 window.

i N
Rule Address - L= |
Type Mame or Select from List: Show Names from the:
' Contacts o
Mame Display Mame E-mail A
Alan Bun::e alanbunce@readlngc 5 alanb||_|
Alan Jones alan.c.jones@royalm... alan.c
&lan Shepherd glan@ashepherdasso... alan@
Alastair Mills-McEwan alastair . mills-mewan... alastz
N Alison Meale Alison Meale (info@ct. .. info@
Alison Sherwood Alison Sherwood (alis... alison
Amy Stone Amy Stone {amy.ston... amy.s
Andrew Hewson andrew.hewson@hst,.. andre
Andrew Smith business @ngo. com busine
| Andrew Thomas Andrew Thomas (info... info@ ~
] T 3
To-> ( |a@b.com
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In this window, type the name for which you want emails to be sent to the 'work' folder. In this case

we want emails addressed to a@b.com to be moved by this rule. OK this and the Rules Wizard
window will look like this. Press Next

Rules Wizard |8 )

Which condition(s) do you want to ched:?
Step 1: Select condition(s)

[ with spedfic words in the redpient's address -
] from people or distribution list

[ with spedfic words in the subject

[ through the spedfied account

[] =ent anly to me

[] where my name iz 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 ﬂ"le To or Cc box
O DS abiaat s T 0 box
«™d sent to people or dlstrlbutmn list
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Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
sent to a@b.com

Cancel | [ <Back || mext> | | Finish




Now tick 'move to specified folder' and click on specified in the bottom window

Rules Wizard |28 |

What do you want to do with the message?
Step 1: Select action(s)

| move it to the spedified folder -
[] assign it to the cateqory category W
[ delete it

[ ] permanently delete it

[ move a copy to the zpecified folder

[ forward it to people or distribution list

[ forward it to people or distribution list as an attachment
[ reply using a spedfic template |
[] flag message for action in a number of days

[] flag message with a colored flag

[] dear the Message Flag

[] mark it as importance

[ print it -

m

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives

sent to a@b. coe
move it to i der

| cancel | | <Back | mext> | | Finsh |

Simply highlight the 'work' folder and click OK, followed by 'next' in the rules wizard
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Now we can set up any exceptions in the same way

Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[] except if the subject contains specific words
] except through the spedified account

[ ] except if sent only to me

[ ] except where my name is in the To box

[] exceptifit is marked as importance

[ exceptifitis marked as sensitivity

[] except if it iz flagged for action

[] except where my name iz in the Cc box

[] except if my name is in the To or Cc box
[] except where my name is not in the To box
[] except if sent to people or distribution list
[] except if the body contains spedfic words

B =xcept if from people or distribution list -~

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

Apply this rule after the message arrives
sent to a@b.com

and on this machine only
move it to the Work folder

| cancel | | <Back || mext> |

Finish

Now we simply give it a useful name and click 'finish'

Rules Wizard

Finish rule setup,

Step 1: Specify a name for this rule

|Wnrk email

Step 2: Setup rule options
[] Run this rule now on messages already in “Inbax™

Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
sent to a@b.com

and on this machine only
move it to the Work folder

Cancel | | <Back Next >
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