Creating a Rule in Outlook
Step 1:  Select File.
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Step 2: Select Manage Rules & Alerts.
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Step 3: Select New Rule.
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Step 4: Select Move message with specific words in the subject to a folder.  
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Step 5: Select specific word in the subject. (Note: This selection is on the bottom of the window for Step 4)
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Step 6: Click Add.  Click Ok.
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Step 7: Click specified folder
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Step 8: Click New folder.  Once you create your folder, click OK.
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[bookmark: _GoBack]Step 9: Click Next. Click Next again. Click Finish. Click OK.
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Rule description (click an underlined value to edity
‘Apply this rule after the message arrves.
with £3 in the subject
move it to the Period 3 folder
and stop processing more fules.
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Start from a template or from a blank rule.
Step1: Select a template.

Stay Organized
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Step 2 Edit the rule description (click an underlined value)
‘Apply this rule after the message arrives.
with speciic words in the subject
move it to the specified folder
and stop processing more rules.

Example: Move mail with Project in the subject to my Project

folder
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