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Rules in Outlook

Outlook Rules allow you to automatically apply actions to your messages.
Each Rule consists of:
» Condition/Trigger

» Action

Create Rule

» Exception (optional)
‘When | get email with all of the selected conditions

[] From Microsoft Qutlook Calendar

Create a RUIe from a Message IEISubjectcontains Today: Daily standup

1. nght click a message. |_|Sentto |RWG Demo Account e

Do the following

2. Click Rules... [ Display in the New [tem Alert window
3. Click Create Rules... ) Play a selected sound: Windows Motify Em » n Browse...
[C) Move the item to folder: | Select Folder Select Folder...
4. Adjust your options in the Create Rule
. OK Cancel Advanced Options...
dialog box. L )

5. Click OK.

Use Rules Templates

In Classic Outlook, use the Rules Wizard for more complex rules or to use a Rules Template.

Rules Wizard X

s rom  tempate o fom bk 1. Go to Rules and Alerts
Step 1: Select a template
Stay Organized
Eﬂ Move messages from someone to a folder | 2. Select NEW RU|e...

[¥] Move messages with specific words in the subject to a folder

4] Move messages sent to a public group to a folder

8 Flag messages from someone for follow-up H H

4] Move Rsitems from a specific RsS Feed to a folder 3 SE|eCt and edlt a Template' CIICk NeXt'
Stay Up to Date

[ Display mail from someone in the New Item Alert Window . g oy .

<) play a sound when | get messages from someone 4 Add and modify any additional conditions. Click Next.

[] send an alert to my mobile device when | get messages from someone
Start from a blank rule

52 Apply rue on messages | receive 5. Add and modify any additional actions. Click Next.

B> Apply rule on messages | send

6. Add and modify any exceptions. Click Next.
Step 2: Edit the rule description (click an underlined value)
s e 7. Confirm or modify the name of the rule in Step 1. Specify
move it to the specified folder . .
and stop processing more rules ru|e Opnons in Step 2.
Example: Move mail from my manager to my High Importance folder
8. Click Finish.

Cancel | Next> Finish
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Other Ways to Create Email Rules

When using Outlook on the Web or New Outlook, you can create a rule using a streamlined interface using the

same components: Condition, Action, and Exception.

Settings Layout Rules

C d repl
Q. Search settings SRR iy

Smart tii
IR ~ ‘ For all messages from Groupon Washington DC @
53 General

Attachments
| &= Mail

& Calendar

Rules ~  Add a condition Organize

Conditional formatting
From Move to

Peopl
sl Sweep
& Premium Junk email Add another condition Copy to

Delete

Quick steps
Customize actions o Add an action Pin to top

Sync email Select an action ~ | Mark message

Message handling Mark as read

Forwarding 4 Add an exception (optional) Mark as Junk

Automatic replies Select an exception ~ | Mark with importance

Subscriptions

Stop processing more rules (1) Categorize

Route
Forward to
Forward as attachment

Redirect to

You can create a rule from a message or by following these steps:

1. Go to Settings.

2. Go to Mail.

3. Goto Rules.

4. Click Add a Rule.

5. Enter the name, condition, action, and exception (if applicable).

6. Click Save.

Use Filters in Gmail
You can use filters to create rules in Gmail.

Create labels to organize Gmail - Computer - Gmail Help (google.com)
Using Gmail labels, colors & filters to sort important emails (wisestamp.com)

Discard
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https://support.google.com/mail/answer/118708?hl=en&co=GENIE.Platform=Desktop
https://www.wisestamp.com/blog/using-gmail-labels-to-sort-important-emails/

Use Sweep

When using these applications, you can
also create rules using the Sweep feature.

1. Select the message that you would
like to use.

2. Choose how you would like to
interact with the message and
similar messages from the same
sender.

3. Select the destination for the
message.

4. Click OK.

£ Demo Emails

Sweep messages

For messages from:

RWG Demo Account (rwgdemoacct@gmail.com)

O Move all messages from the Inbox folder

(O Move all messages from the Inbox folder and any future messages

(®) Always keep the latest message and move the rest from the Inbox folder

(O Aways move messages older than 10 days from the Inbox folder

Move to: l Q Search for a folder

) Demo Emails
@ Deleted Items
B Archive
Create new folder

Move to a different folder...

Contact Information

Rainwater Growth empowers busy professionals with training and tech insights to save time and maximize

efficiency.

Check out our website, read our blog, and set up a no obligation call to discuss how you can work smarter with the

tools you already use every day.

Website: https://www.rainwatergrowth.com

On our Eventbrite page, you can find out about our upcoming interactive live training classes.

https://rainwatergrowth.eventbrite.com

Follow us on Flipboard or LinkedIn to catch-up on the latest tech news and tutorials.

e Flipboard: https://flipboard.com/@RainwaterGrowth

e Linkedin: https://www.linkedin.com/company/rainwater-growth-training-and-consulting/
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https://calendar.app.google/pqHKt6vUGz4iJRVaA
https://www.rainwatergrowth.com/
https://rainwatergrowth.eventbrite.com/
https://flipboard.com/@RainwaterGrowth
https://www.linkedin.com/company/rainwater-growth-training-and-consulting/

