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How to Create a Rule to Move Incoming E-mails to a Specific Folder

1. Click on the “Rules” button within the top menu.
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2. Select “Create Rule” from the drop down menu. This will open up a new “Create Rule” window.
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3. Select “Advanced Options” from the new create rule window. This will open up another window.

Create Rule Iﬂ

When I get e-mail with all of the selected conditions

[ From Chris Miller

[] subject contains | Test Email

[([sentta |me only |E|
Do the following

[ Display in the Mew Item Alert window

[T Play a selected sound: Windows Motify, wav B B

[[Move the item to folder: | Junk E-Mail [ Select Folder... ]
OK [ Cancel ] [ Advanced Cptions... ]
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4. Select any or all of the highlighted selections to create specific rules for your specific application

Rules Wizard - [

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] fram Chris Miller -
[] with Test Email in the subject

[] sent to Chris Miller

[] with Test Email in the subject or body
[] through the spedified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] 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
with specific words in the body

m

] with specific words in the recipient's address
[] with specific words in the sender's address
[] assigned to cateqory category 7

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

Apply this rule after the message arrives
with spedific words in the body

< Back [ Mext = l[ Finish ]

5. Click the blue underlined words in order to specify what conditions you want it to look for.

Search Text ﬁ

Spedfy words or phrases to search for in the body:

| Add

Search list:

QK Cancel

6. Once all words or phrases are entered, click the OK button.
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7. Select the action that you want to take place, and customize it by clicking on the blue underlined words:

- . -
Rules Wizard — @

What do you want to do with the message?
Step 1: Select action(s)
i spedfied folder e
[[] assign it to the cateqory category
[7] delete it
[7] permanently delete it
["] move a copy to the specified folder
[] forward it to people or public group
[7] forward it to people or public group as an attachment
[ redirect it to people or public group
[] have server reply using a specific message
[ reply using a specific template
[] flag message for follow up at this time
[] dear the Message Flag
[] dear message's categories
["] mark it &s importance m
[] printit
[] play a sound
[] start application
[ markitas read -

m

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

Apply this rule after the message arrives
with RE: Thursday Might in the subject

[ Cancel ][ < Back ][ Next = ][ Finishi

%

8. Select any Exceptions required.

- -
Rules Wizard @

Are there any exceptions?

Step 1: Select exception(s) (if necessary)

[ ]iexcept if from people or public group 1P
[7] except if the subject contains specific words
[] except through the specified account

[7] exceptif sent only to me

[] except where my name is in the To box

[7] exceptifit is marked as importance

[[] exceptifit is marked as sensitivity

[[] exceptifit is flagoed for action

[7] except where my name is in the Cc box

[] exceptif my name is in the To or Cc box

[7] except where my name is not in the To box =
[[] except if sent to people or public group

[[] except if the body contains specific words

[[] exceptif the subject or body contains spedfic words

[7] except if the message header contains specific words

["] except with specific words in the redpient's address

[7] except with specific words in the sender's address

| [ except if assigned to cateqory category 57

m

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

Apply this rule after the message arrives
with _Abracadabra- in the body
stop processing more rules

Cancel ][ < Back ][ Mext = ][ Finish
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9. Finalize your newly created rule by completing steps 1,2, & 3 and Click “Finish”.

Rules Wizard - o

Finish rule setup.

Step 1: Spedfy a name for this rule
_Abracadabra-

Step 2: Setup rule options

[ Run this rule now on messages already in "Deleted Items™
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with _Abracadabra- in the body
stop processing maore rules
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