. Setting Up Rules in Outlook: Windows
g?;ih%;livceggirtl;amut Revision Date: (November 17, 2020)

SU
Setting Up Rules in Outlook: Windows

[F9Y oo Yo 18Tt o o N PP 1
SEEEING UP @ UL ettt e e e e e e e e e e e e e e e e s e et teseeeeeeeeesaasassaeseaaeseaaassssaaseaeaaesenansssaeeeaaanann 1
Introduction

This guide will show how to set up a rule within Outlook for Windows. Rules can help manage and organize
your mailboxes by automatically moving, deleting, or applying other actions to emails.

Setting up a rule
1. Select the “File” tab from the upper, left-hand corner.
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2. Select “Manage Rules & Alerts”.
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3. Select “New Rule...”.
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Rule (applied in the order shown)
Select the "New Rule" button to make a rule.



Select what type of rule to create. For this example, we will be showing how to delete incoming emails
from a specific email address. To do that, we will select “Move messages from someone to a folder”,
then click “Next”.
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Choose which conditions to apply to the rule. For the purposes of our sample rule, we will select “from

people or public group”. Any portion of the condition that is hyperlinked in blue requires further
information to be added. Click the blue hyperlink in the bottom box to complete.
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6. Here, we will need to enter the email address from which we would like to go to the trash folder. You
may search for a user, if within SCSU’s system, or simply manually enter it in the box at the bottom on
the window, then click “OK”.
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R Aaron, Christo.. STUDENT aaronc | @souther aaronc!
R Abad, Brithney... STUDENT abadb1@southern abadb1
R Abad, Jennifer .. STUDENT abad1 @southern abady!
R Abarca, Daniela STUDENT abarcad1@southe abarcad
R Abate, Brando.. STUDENT abateb! @souther abateb!
R Abate, Ellen EMPLOYEE abatee1 @souther abatee!
R Abate, Juka R.  STUDENT abatey2 @southern abatey2
R Abate, Nichola_. STUDENT abaten2 @souther abaten2
R Abate, Travis D. STUDENT abatet] @southern abatet!
R Abayao, Athee . APPLICANT abayacal@southe abayacal
R Abbagnaro, Al STUDENT abbagnaroa3@so abbagn
R Abbas, Khushbu STUDENT abbask1@souther abbask!
R Abbate, Rocco L APPLICANT abbater! @souther abbater! v

& example@gmail com
& oK Cancel

7. Verify the rule thus far is correct and click “Next”.
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8. Follow the prompts according to your rule, to complete. Here, we are selecting what to do with the
message coming from the specified address. We have unchecked the two pre-selected boxes and
instead checked the box “delete it”. Click “Next” to proceed.
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9. Add any exceptions if you wish.
Rules Wizard X

Are there any exceptions’?

Step 1: Select exception(s) (f necessary)
except if from people o pubhc group A
except if the subject contains d
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except if sent only to me
except where my name is in the To box
except if it is marked as
except if it is marked as
except if it is flagged for
except where my name is in the Cc box
except if my name is in m{:{ or Cc box
except where my name is not in the To box
except if sent 10 § ;
except i the body contains ¥
except if the subject or body contains spe
except if the message header contains

except with 55 in the recpeent’s address
except with ¢ in the sender's address
except if assigned 1o calegory category v

Step 2 Edit the rule description (click an underfined value)
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10. Specify a name for your rule and choose if you'd like to apply this rule to everything currently in your
inbox, or just to new emails. Select “Finish”.
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Delete pxample@gmasl com
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[[JRun this rule now on messages already in “Inbox”

EA Tum on this rule

Step 3. Review rule description (chck an underfined value to edit)
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11. When finished, select “Apply” and “OK”.
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