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Setting Up Rules in Outlook ς The Long Way  

The shorter version begins on page 10. 

1. /ƭƛŎƪ ƻƴ ¢ƻƻƭǎ ƻƴ hǳǘƭƻƻƪΩǎ ǘƻǇ ǘƻƻƭ ōŀǊ ŀƴŘ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ άwǳƭŜǎ ŀƴŘ !ƭŜǊǘǎΦέ 
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2. ¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘƛǎ ŘƛŀƭƻƎǳŜ ōƻȄΦ /ƭƛŎƪ ƻƴ άbŜǿ wǳƭŜέΦ 
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3. These are your choices. SeleŎǘ ǿƘƛŎƘ ǊǳƭŜ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀƴŘ Ƙƛǘ άbŜȄǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

box.  
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4. [ŜǘΩǎ ǎŀȅ ȅƻǳ ǿŀƴǘ ǘƻ ƳŀƪŜ ŀ ǊǳƭŜ ǊŜƎŀǊŘƛƴƎ ŀ ǇŜǊǎƻƴ ǿƘƻ ǎŜƴŘǎ ȅƻǳ ƳŜǎǎŀƎŜǎΦ  /ƘƻƻǎŜ ƻƴŜ ƻǊ 

several options here.  

 

 

/ƭƛŎƪ ƻƴ ǘƘŜ άǇŜƻǇƭŜ ƻǊ ŘƛǎǘǊƛōǳǘƛƻƴ 

ƭƛǎǘέ ǘƻ ŦƛƴŘ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳ ƴŜŜŘ 

Select the person or 

distribution list you want. 

Once the name is highlighted, 

clƛŎƪ ƻƴ άCǊƻƳέ ŀƴŘ ǘƘŜƴ Ƙƛǘ 

άhYέΦ 
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5. Then you need to select where you want those emails ǘƻ ƎƻΦ /ƭƛŎƪ ƻƴ ά{ǇŜŎƛŦƛŎ CƻƭŘŜǊέ ǿƘƛŎƘ ǿƛƭƭ 

show a list of your Outlook folders.  

 

 

 

  

{ŜƭŜŎǘ ά{ǇŜŎƛŦƛŜŘέ ŦƻƭŘŜǊΦ  

To delete it, select Deleted Items. 

To file it, select the folder you want to 

use, such as Journals or Reading or an 

individual project. 

After the dialogue box pops up 

with your Outlook folders, decide 

where you want the emails to go. 

[ŜǘΩǎ ǎŀȅ ȅƻǳ ǿŀƴǘ ǘƘŜǎŜ ŜƳŀƛƭǎ ǘƻ 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ǝƻ ƛƴ ά5ŜƭŜǘŜŘ 

LǘŜƳǎέΦ   

 

hƴŎŜ ȅƻǳΩǾŜ ƳŀŘŜ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴΣ 

Ƙƛǘ άbŜȄǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

gray box.  


