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Technology 

 

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

 
1. Click on the “Rules” button within the top menu. 

 

2. Select “Create Rule” from the drop down menu. This will open up a new “Create Rule” window. 

 

 
3. Select “Advanced Options” from the new create rule window. This will open up another window. 
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4. Select any or all of the highlighted selections to create specific rules for your specific application  
 

 
 

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

 

6. Once all words or phrases are entered, click the OK button. 

 



 

Page 3 of 4 

 

Northland Technology Department • Northland International University • W10085 Pike Plains Rd • Dunbar, WI 54119 
E-mail: helpdesk@ni.edu • Phone: 715.324.6999, ext. 5200 • Fax: 715.324. 4219 

 

7. Select the action that you want to take place, and customize it by clicking on the blue underlined words: 

 
8. Select any Exceptions required.  
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9. Finalize your newly created rule by completing steps 1,2, & 3 and Click “Finish”. 

 

 

 

  
 

 


