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Outlook rules are automated actions that help you manage your inbox efficiently by organising emails based on specific criteria. With rules, you
can automatically move, flag, categorise, or delete emails to keep your inbox clutter-free and focused on what matters most.

Open Outlook and Access Rules Settings
* Within Outlook Click on the "File" tab in the top-left corner.

* In the left-hand menu, select "Manage Rules & Alerts".

Rules and Alerts

Jok
Li:l Use Rules and Alerts ta help arganize your incoming email messages, and receive
Manage Rules updates when items are added, changed, or removed.

& Alerts

* The Rules and Alerts window will appear. Click on
"New Rule" to start creating a rule.

Adding a Rule in Outlook

Start from 3 template orfrom z blank rule
. Step 1: Select a template
to Move CC Emails to
Bl Move messagesfrom someane to afalder
] Move messages with soecificwords in the subject to a folder
E] Move messages sent to a public greup to a folder
An ot h e r F o I d e r M Flag mestages from someone for fallow-up
E!] Move RS2 items from a specific R55 Feed to a folder
Stay Up 1o Date
7 Display mail frum sumeone in e New ILem AlerLWindvw

> Let'S Start With a blank rule, <} Play a sound when | gt messages from scmeane

Send an alerl Lu my mobile device when | gel messages lum someune

SeleCt llApply rule on message Start from a blank rule

7 Apply rule on messages | send

[ BT Apply rule un messages | receive
| receive”, then select "Next".

Step 2: Edit the rule description [click an underlined value)
Apply this rule zfter the message amives

cancel < Ba Ned> |

Finish

In the conditions list, check
"where my name is in the
CC box", click "Next".

In the next window, check
"move it to the specified
folder".

Click the "specified" link
(highlighted in blue) in the
lower section of the window
to Select the folder where
you want CC emails to be
moved.

Click "Next" to confirm.

Rules Wizard

Which condition(s) doyou want te chece?

[] sent only to me

3qg:
v where my name is in the Cc box |
whére my name is in the Ta arCe hog
] where my name is not in the To box
or public group
nthe body
n the subect or body
n the message header
n the recipient’: address
in the sender's address
category
Step 2: Edit the rule description (click an underlined value)
Apply Wiis rule afler e message artives
where my name is inthe Ct box
Cancel < Back Finish

Rules Wizard

What do you want to do with the message?
Step 1: Sciect agion(s]

move t to the sperified ‘older
assigr It to 1he cateqory category
[] deleteit

ittopeople or

] have server reply usi

[ reply using 2 specfic tenplate
[ flag messagz for follow up at this time
|| clear the Messaqe Flag

[ clear message's categories

[] mark it as importance

[ print it

[ play asound

] mark it as read

[] stop processing mare rules

Step 2: Edit the rule description [click an underlined value)

Apply this rule aft
where my

=

Finish
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 If you want to exclude certain emails (e.g., from your manager),
click "Add Exception", choose conditions such as "except if it is
from a specific person" and add their email address.

» Click "Next" to proceed.

» Give your rule a meaningful name, such as "Move CC Emails to
Folder".

* Check "Run this rule now on messages already in the Inbox"
if you want to apply the rule to existing emails.

e Ensure "Turn on this rule" is checked.

* Click "Finish", then "OK" to save the rule.

inish rule setup.

Step 1: Specify & name for his rule

where my name is in the Cc box

Step 2: Setup rule options

(8 Run this rule now on messages already in “inbox"

Step 3: Review rule description (click an underlined vaiue to edit)

Apply this rule after the message arrives
where my name is in the Cc box
move it to the bits folder

Cancel < Back Finish

» Don’t forget to test the Rule Send yourself an email with
your address in the CC field to ensure the rule works.

» Navigate to the selected folder to confirm that the email
has been moved automatically.
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