Using rules to move emails automatically to a folder in Outlook 2013

1. The easiest way to achieve this is by opening the e-mail you want moved.
2. Click the “ Rules” button and then select ““ Create Rule «
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Create a rule based on the sender or

ecipients of this message to always

move mail to a specified folder

3. Select your condition on how the e-mail should be moved. You have 3 conditions.
From (e-mail address)
Subject contains
Sent to
In this example, I will check off “From” (Example berkeleycollege.edu) and “Subject
contains” (Example Embanet Opened a ticket).

4. Check off “Move the Item to a folder” and then click “Select Folder” and Click
“OK”
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When I get e-mail with all of the selected conditions

(V] From helpdesk@berkeleycollege.edu . Check off
[7] Subject contains  Embanet OPENED a Ticket <l Check off

| |Sentto me only E]

Do the following

|| Display in the New Item Alert window

|| Play a selected sound: Windows Notify.wa [E] E] | Browse...

Move the item to folder:  Embanet Select Folder...
PY Click to Select Folder i
Check off oK Cancel Advanced Options...

5. At this point you have the option to check off “Run this rule now on messages already
in the current folder . ( This is optional )
—
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Success
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A The rule "helpdesk@berkeleycollege.edu (2)° has been created.

V| Run this rule now on messages already in the current folder

OK

Using rules to move emails automatically to a folder in OWA

1. The easiest way to achieve this is by opening the e-mail you want moved.
2. Click the “Gear “icon.
3. Click “Options”



Click the "gear”icon JJ
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4. Click “ Organize e-mail”

options
account
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block: or allow

5. Make sure “Inbox rules is highlighted”
6. Click the “+ “icon
7. Select the link “Move Message with specific word in a subject to a folder ".

P Make sure “Tnbox rules” is highiighted
inbox rules automatic replies delivery reports retention policies
Choose how mail will be handled. Rules will be applied in the order shown, If you don't want a rule to run, you can turn it off or delete it

To learn how to forward your email to another mailbox using Inbox rules, click here.
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’ Create a new rule for arriving messages...

Move messages from someone to a folder.

Move messages with specific words in the subject to a folder... . Select * Move Mg“.‘e with ;pedc' word
2 R .
Move message sent to a group to a folder... ma ﬁt)eﬂ to a folder

Delete messages with specific words in the subject...

. Under “Name” type in the name of the rule



9. Click the link “Enter word”, Type in your word, Click “ +” and Click “Ok”
10. Click the link “ Select one “ to select your folder

11. Click “ Save “
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e 3 ok cancel
Do the following:
[ Move the message to folder... - *Select one... . Click "Select One" to to select your folder

More options...

Click *Save" Hp

save cancel |




