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Arule is an action that Microsoft Office Outlook takes automatically on an arriving or sent messages that
meets the conditions that you specify within the rule. Using rules to manage the emails received in your

inbox is an easy and efficient way to minimize the “email overload” syndrome experienced by many UNC
Charlotte employees.

This job aid provides step-by-step instructions for creating a rule that will automatically route emails from
a specific sender to a separate folder.

1) In the Navigation Pane, click Mail

2) Click Tools > Rules and Alerts

a. Click New Rule

3) Under Start from a blank rule

a. Click Check messages when they arrive

b. Click Next

4) Under Which conditions do you want to check?

a.

Step 1: Select condition(s), select from
people or distribution list checkbox

Step 2: Edit the rule description, click the
people or distribution list hyperlink

Select the specific email address you wish to
route to a different folder

Click From ->
Click OK

Click Next
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Skart from a kemplate or from a blank rule
Step 1: Select a template
Stay Organized
3 Move messages From someone ko a Folder
_:] Move messages with specific words in the subject to a folder
%3 Move messages sent to a distribution list to a folder
X Delete a conversation
Y Flag messages from someone for Follow-up
_:} Move Micrasoft Office InfoPath Forms of a specific bype ta a folder
™3 Mowve RSS items From a specific RSS Feed to a folder
Stay Up to Date
< Display mail Fram someane in the Mew Ttem Alert Windaw
W) Play a sound when I get messages From someone
'Q Send an alert ko my mobile device when I get messages from someone
[Start from a Blank rule

i | Check messages when they arrive
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‘which condition{s) do ywou want to check?
Step 1: Select conditionis)

From people or distribukion lisk
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[] through the specified account
[] sent anly ko me
[7] where my name is in the To box
[] marked as importance
[7] marked as sensitivity
["] Flagged Far action
[7] 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 specific wards in the body :
[] with specific wards in the subject or body ,
[ with specific words in the message header -
[] with specific waords in the recipient's address
[] with specific waords in the sender's address
[] assigned to cateqory category

Step 2! Edit the rule description (click an underlines

Froripenple or distribution
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5) Under What do you want to do with the message?

a.

Step 1: Select Action(s), select move it to
the specified folder checkbox

Step 2: Edit the rule description, click the
specified hyperlink

6) Click a desired location from the new popup window

a.

Click OK

Rules Wizard

WWhat do wou wank to do with the messager
atep 1; Seleck ackionds)

.
w| move it ko the specitied Folder ’
assign it to the cateqaory category )
|:| delete it
[] permanently delete it
[ miove a copy ko the specified Folder .
[] Forward it to people or distribution list '
[ Farward it ko people o distribution list a5 an
[] redirect it ta people or distribution list i
[] have server reply using a specific messag
[ reply using a specific termplate
[] flag message for Follov up at this time
[ clear the Message Flag
[ clear message's cateqories
[] mark it as importance
[ print it
[] play a sound
[ start application
[ mark it as read

Step 2: Edit the rule description (click an unde f
Apply this rule after the message arrives
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Choose a folder:
= @ Mailboe: - Parks, Kristen ”
;‘@ Calendar
fi=| Contacts
) Deleted Irems
L7 Drafts
L[5 Inbox
éﬂ- Journal
L@ Junk E-mail
o | Motes
= Outbox
L) RS5 Feeds

)
2 s
| Tasks
J
§ Archive Faolders

— S e

i
X

Cancel

Mew. ..

(]

7) Determine any possible exceptions where you would prefer this email delivery be received in an alternative

location

a.

Click Next

8) Name your rule

a.

Click Finish (button not shown)
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Finish rule setup. ,

Step 1: Specify a name For this rule

Test Rule|
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