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Introduction

A rule is an action that happens automatically when messages are
received or sent. You may create a rule that places messages from a
specified person into a specified folder. You may also create rules
that place messages with a certain subject or text string in a
specified folder. There are an array of different rules you may create.
In this self -help document we will create a rule that automatically
puts a message with certain text in a folder.
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Process Summary

Introduction

Creating a Rule to Move
Messages

This rule is especially useful when you have a project folder and wish all messages referring to that

project to automatically move into that project folder.
1. Clickthe Inbox.

2. Clickthe Tools pull down menu (Fig 1, 1). — Figure 1
3. Qlick Rules and Algrts. The Rules and Alerts ?.\DE igctions Help
dialog box will open (Fig 2, 1).

4. Click New Rule (Fig 2, 2). U “en/Receve ’
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5.

6.

The Rules Wizard dialog box will
in the subject to a folder (Fig

open (Fig 3, 1). Select Move messages with specific words

3,2).

Click the Next button at the bottom of the dialog box.

Figure 3

Rules Wizard §0)

| %

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized
] Mave messages from someone to a folder

-} Move messages with specific words in the subject to a folder

] Mave messages sent to a distribution lst to a folder
x Delete a conversation
Y Fla messages from someone for folow-up

L} Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

m

Under Which condition(s) do you want to check?, make sure

subject is selected (Fig 4, 1).
At the bottom of the dialog box under

Step 2: Edit the rule description (click an underline
value), click the specific words hyperlink (Fig 4, 2).

Figure 4

with specific words in the

Rules Wizard

[] sent anly to me

Applf_ﬂ'uis rng___E_:Fte__r

[] where my name is in the To box

] marked as importance

] marked as sensitivity

[T 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 specific words in the recipient's address
[] with spedific words in the sender's address
[] assigned to category F -

Step 2: Edit the rule desc

Which condition(s) do you want to check?
Step 1: Select condition(s) y
with spedfic words in the subject

] from people or distribution list

[ through the specified account

m

an underlined value)

y

£S530E arrives

withispedfic wordsiin the subject
move it to the spedified folder I}

Cancel ][ < Back ][ Mext = ][ Finish




\\«TOWSON UNIVERSITY OuUTLOOK 2007: (REATING A RULE

9. The Search Text dialog box will appear. Click in the box under Specify words or phrases to
search for in the subject: (Fig 5, 1) and type what you are looking for and click Add (Fig 5, 2).
Figure 5
Search Text M I

Specify words or phrases to search for in the subject: /@)
. add A

Search list: \ -~

"Daily Digest™ )

Remave
N

[ "ok || cancel

v

10. Clickon OK (Fig 5, 3). You will return to the Rules Wizard dialog box .
11. Click on specified (Fig 6, 1) under Step 2: Edit the rule description.

Figure 6

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

Apply this rule after the message arrives
with Daily Digest in the subject

move it to theispedfiedifolder

12. You will be taken to the Rules and Alerts dialog box (Fig 7, 1). Expand the appropriate folder
by clicking on the + sign beside it. Maneuver to the folder you want the messages to go in and
click once on the folder. Click OK (Fig 7, 2).

Figure 7

Rules and Alerts / m

Choose a folder:
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13. Click Next at the bottom of the dialog box. Under
message?, scroll down and select
window (Fig 8, 1).

What do you want to do with the

display a specific message in the New Item Alert

14. Click a specific message under Step 2: Edit the rule description (click an underlined

value). (Fig 8, 2).

Figure 8

— e
[ run a script

[] stop processing more rules

[] perform a custom action .

[7] display a Desktop Alert

displayia spedific messagein
and move it to the Daily Digest folder

B

display a spedific message in the New Item Alert window

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arM
with Daily Digest in the Sub:]'Eili/\
e New Item Alert window

1|

Cancel ]’ < Back ]i Next = ][ Finish

15. The Alert Message dialog box will appear (Fig 9, 1). Click under

Specify an alert message

and type the message you wish to appear when a message is received (Fig 9, 2).

Figure 9

Alert Message

Spedify an alert message

You have a message in the Daily Digest
Falder| I

16. Click OK (Fig 9, 3).
17. Click Next again.

18. If you have any exceptions to this rule, select them from the list.

19. Click Next.
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20. Under Specify a name for this rule, click in the white box and give your rule a name

(Fig 10, 1).

21. Under Step 2: Setup rule options, make sure Turn on this rule is selected. You may also

select Run this rule now on messagesifdasiredeady i n Al nboxo
22, Click Finish. )
Figure 10
Rules Wizard =5

Finish rule setup,

Daily Digest

[#] Turn on this rule

Step 1: Spedify a name for this rule

Step 2: Setup rule options

Create this rule on all accounts

withiDaily Digestin the subject
display You have a message in the Daily Digest Folder! in the Mew Item Alert wind
and move it to the Daily Digest folder

[#]Run this rule now on messages already in “Inbox"

Step 3: Review rule description (dick an underlined value to edit)
Apply this rule after the message arrives

4

(L1

Cancel

| {

< Back Next =

23. Click OK if the below dialog box appears (Fig 11, 1).

Figure 11

Microsoft Office Qutlook

N [

i h This rule is a dient-only rule, and will process only when Qutook is running.

= —@

24. Click OK againto close the Rules and Alerts dialog box. If you selected the rule option Run
me s sages adrefeereddoyin siem21,finkssdyes wib show
up now in the folder. Click the folder referred to in the rule to verify. Any new messages will be

sent directly to this folder and a message will alert you to this fact.

this rule now on




