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Microsoft Outlook

Outlook Rules automate your inbox






Rules to organise

They act as filters or triggers based on
predefined conditions, such as sender,

subject line, keywords, or other criteria.

Automatically moving emails from your manager to
a dedicated folder, with a reminder or pop-up
message, SO you hever miss an important update.

Edit Rule Settings...

Rename Rule

ol 1/ 7T Bl |

Display in the New Item Alert window
4) PlayaSound...
E Move to Folder...
[ Copy to Folder...

| I Mark as High Priority

¥  Mark as Low Priority
7< Delete Message

[T A

£

Change Rule v [ Copy.. < Delete 4« ¥ Rur

ck
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Practical examples

g Organise Emails

- Prioritise Important Emails
- Reduce Distractions

. Manage Tasks

. Declutter Your Inbox

Use rules to categorise incoming emails by project or
team, so all related messages are grouped together.
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Limitations



Desktop application

More Advanced Rules

Client-Side Rules

Custom Conditions

e B B ¢ «

Outlook

= Home View Help Message

D9vmv B Aptos

v Favorites
& Inbox
B Expenses

B Invoices

<

katyreid@outlook.com
& Inbox

2 Drafts

B> Sent Items

W Deleted Items

€3 Junk Email

B Archive

> katri0487@gmail.com

& Add account

& Upgrade to Microsoft 365
with premium Outlook
features

Q search

Insert Format text Options

v 11 v

B I ¥ S &v&v R

Focused Other g =

Pinned

Elvia Atkins b 4
Surprise Birthday Planning 832 AM

Today
Contoso Airlines

Your flight reservation is confirmed ~ 2:41 PM
Hi Katri, your flight to Charlotte is confirm...

Lydia Bauer

" Team Pictures 11:10 AM

That worked. Thanks! I've added 56 of the...

Daisy Philips
Yoga Workshop 9:16 AM
Hey Katri, | know this is last minute, but do...

Yesterday

Margie’s Travel O
Confirmation Letter - MPOWMQ  2:54 PM
Thanks for booking your flight with Margie...

8 Fri11/22/2023 235PM -...  RSVP

Amanda Brady

a B 9 @& | = 3 X

Lunch with Jane
in 30 min at Fourth Coffee

v e By Py 4y B o

v

From: katyreid@outlook.com v & v W
To  Dianne Russell X Cc  Bec

Re: Apartment unit tour Draft saved at 11:00 AM

Hi Dianne,

| recently came across your apartment listing and | am interested in exploring the space. Could you please ar 71
arrange a tour at your earliest convenience? | am available on Wednesday and Fridays after lunch, but|am
flexible and willing to adjust my schedule.

During the tour, | would like to view the apartment itself and any available communal areas or amenities.
Additionally, it would be helpful to discuss lease terms, rental pricing, and the application process.

Please let me know the next steps to schedule the tour. You can reach me at this email address.

Best regards,
Katy Reid

@ iT Champion
*e



Online/Web application

o Basic rules only
* Always running rules

If you need advanced rules, create them in
the Desktop app. But if you want rules that
work 24/7 without needing the app open,

stick to server-side rules in Outlook Online.
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< & Mail - Outlook

Outlook

-+ New message

Favorites

Inbox 17
Deleted

Robin Counts 4

Annual Budget
Folders

Inbox 17
Junk

Inbox

Sent

Deleted

Archive

Annual Budget

Project Pink

New folder

X + v

https://outlook.office.com

/O Search

Today

Focused  Other Filter v
Isaac Fielder <
Cecil Folk b
Hey everyone Thu 8:08 AM

Wanted to introduce myself, I'm the new hire -

Elvia Atkins; Katri Ahokas;
> Happy Women's Day! 3:10 PM
HWD! In the office we pride ourselves on

Yesterday

Kevin Sturgis
TED talks this winter Mon 6:12 PM
Landscaping Hey everyone, there are some

Lydia Bauer
New Pinboard! Mon 4:02 PM
Anybody have any suggestions on what we

Erik Nason
Expense report Mon 11:20 AM
Hi there Kat, I'm wondering if I'm able to get

il Delete = Archive © Junkv Sweep 53 Moveto v <D Categorize v (® Schedule v

Happy Women's Day!

Wanda Howard

Hi all, I'm writing to ask on the current...

@ Katri Ahokas

D
o

= [3 M Find profile

Colin Ballinger
Senior researcher

Research & development

Contact >
B3 colin.ballinger@contoso.com
Q, 123-456-7890

©  san Diego, USA

Reports to >

Wanda Howard
CVP, Research

LinkedIn profile >

Sun 7/21/2020 1

Sun 7/21/2020 1







How to Set Up a Simple Rule (Desktop)

Open Outlook (Desktop) and go to the Home tab.

o Select Rules > Manage Rules & Alerts.

File Home / Receive Folder View Help Acrobat Try the new Outlook

IH —_— ] Move ~ o

Bl < I 1 / - Af
— ¥ 0 | Y Microsoft Viva To Manager r s [.D Categorize ~ LTI T A

%> 2 - - &l Add Book
New v Delete Archive Reply Reply Forward Share to Team Emad Done o] e Assign Unread/ ] s

i Read Translate All Reply with Viva Report
Email Items~ ( All T Teams Reply & Delete } Create New %) Send to OneNote Policy~ Read

I Follow Up~ e
\/ Filter Email ~ Aloud v Apps Scheduling Poll = Insights Email

New Delete Respond Teams Quick Steps Move Tags Groups Find Speech Language Apps Find Time Add-in Barracuda E...
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How to Set Up a Simple Rule (Desktop)

messages | receive'.

=]

Rules OneNote Unread/ Follow
> Read Up

Search People

s ‘?:' Address Boo

Y Filter Email ~

Always Move Messages From: Microsoft Outlook

1 Always Move Messages To: brad@terrytestsite.com

)| i= Create Rule...

%E, Manage Rules & Alerts...

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥ Move messages from someone to a folder
P’ Move messages with specific words in the subject to a folder
¥

Move messages sent to a public group to a folder
|> Flag messages from someone for follow-up
¥ Move Microsoft InfoPath forms of a specific type to a folder
¥ Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the New Item Alert Window
«) Play a sound when | get messages from someone
E] Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
“=J Apply rule on messages | send

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

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing more rules

Example: Move mail from my manager to my High Importance folder

Cancel < Back Next > Finish

Create Rule

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

[]From Jon
["] Subject contains |Jon - working from home
[] Sentto | Team Support

Do the following
D Display in the New Item Alert window
|:] Play a selected sound: Windows Notify.wa'

[“IMove the item to folder: | Select Folder

oK Cancel

>

Click Create Rule: you might see ‘Start from a Blank Rule’, choose ‘Apply rule on

L} Browse...

Select Folder...

Advanced Options...
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How to Set Up a Simple Rule (Desktop)

. Rules Wizard Rules Wizard
. In the Rules Wizard, select
o Which condition(s) do you want to check? What do you want to do with the message?
From people or pu bl IC g ro u p Step 1: Select condition(s) ‘ Step 1: Select action(s)
A ' [] move it to the specified folder
an d C h oose our manaage rIS specitic words In ' [] assign it to the cateqory category
y g [] through the specified account ' |0 delete it
. [7] sent only to me " |[[] permanently delete it

e m a | | a d d reSS_ [] where my name is in the To box +|[]] move a copy to the specified folder
[T] marked as importance [] forward it to people or public group
[] marked as sensitivity [] forward it to people or public group as an attachment
[7] flagged for action [] redirect it to people or public group
[7] where my name is in the Cc box [] have server reply using a specific message
["] where my name is in the To or Cc box [[] reply using a specific template
[] where my name is not in the To box [] flag message for follow up at this time
[[] sent to people or public group [[] clear the Message Flag
[] with specific words in the body * |[J clear message's categories
[] with specific words in the subject or body [[] mark it as importance
[] with specific words in the message header [ print it
[T] with specific words in the recipient's address [[] play a sound
[] with specific words in the sender's address [] start application
(] assigned to category category v \[] mark it as read
Step 2: Edit the rule description (click an underlined value) Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives Apply this rule after the message arrives

from Marita

Cancel | | <Back || Net> | | Finish | Cancel < Back ! Next > \I Finish
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Select the action to Move it to
the specified folder and pick
the folder you want.

Click Finish and OK

Rules Wizard

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

from people or public group

[7] with specific words in the subject

[] through the specified account

[] sent only to me

[7] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[7] flagged for action

[T] 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 public group

[7] with specific words in the body

[7] with specific words in the subject or body
[] with specific words in the message header
[7] with specific words in the recipient's address
[] with specific words in the sender's address

\[[] assigned to category category

How to Set Up a Simple Rule (Desktop)

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules

move it to the specified folder

[] assign it to the category category

[7] delete it

[7] permanently delete it

["] move a copy to the specified folder

[7] 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

[7] flag message for follow up at this time

[] clear the Message Flag

[7] clear message's categories

[[] mark it as importance

[] print it

[7] play a sound

[ start application

rlined value) "teg 2: Edit the rule descrigtion lclick an underlined value)
Apply this rule after the message arrives Apply this rule after the message arrives
from Marita sent only to me
move it to the specified folder and from Marita
and stop processing more rules move it to the Test folder folder
and stop processing more rules
[ Cancel < Back Next > Finish

Cancel H < Back ' Next >

Finish
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How to Set Up a Complex Rule (Desktop)

Open Outlook and go to the Home tab.

Select Rules > Manage Rules & Alerts.
Click New Rule, and again choose Apply rule on messages | receive.

In the Rules Wizard, check from people or public group, and add the email
addresses of the specific clients.

Then, add the condition with specific words in the subject, such as project
names or keywords.

Choose the action to Move it to a specified folder and select a project folder.

Additionally, select flag it for follow-up at this time and pick a time for follow-up.

To complete, select the option to forward it to people or public group, and
choose your team lead's email.

Click Finish and OK.

A rule can hold exceptions: send pop up reminder windows,
play a noise, set a reminder for the recipient
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Online/Web app

Move & delete

& Block >
2 Rules >
Respond

@ Meeting

Find

00 .
<&’ Discover groups

Customise

€2 Create rule

I€§3 Manage rules I

Settings

Q Search settings

€33 General
| &% Email
& Calendar

&2 People

Layout

Compose and reply
Smart suggestions
Attachments

Rules

Conditional formatting
Sweep

Junk email

Quick steps
Customise actions
Sync email
Message handling
Forwarding
Automatic replies
Retention policies

Groups

Rules

X

You can create rules that tell Outlook how to handle incoming email messages. You choose both the conditions that trigger a rule
and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top.

—+ Add new rule

0 I Name your rule

2 Add a condition

| Select a condition v l

3 Addanaction

| Select an action v l

Add an exception

Stop processing more rules (O

People

From

To

Emails received for others
My name is

I'm on the To line

I'm on the Cc line

I'm on the To or Cc line
I'm not on the To line
I'm the only recipient
Subject

Subject includes

Subject or body includes
Keywords

Message body includes
Sender address includes
Recipient address includes
Message header includes
Marked with
Importance

Sensitivity

Message includes

Flag

Type

Has attachment
Message size

At least

At most

Received

Before

After

All messages

Apply to all messages
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Additional Tips

- Prioritise Your Rules

g Use Exceptions

* Test Your Rules

g Clean up rules periodically

. Mailboxes

,
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Recap

Rules: powerful automation feature that helps
you manage your inbox.

Organise, Prioritise, Reduce: Rules can save
you time and reduce inbox clutter by
automating repetitive tasks.

Limits: Key differences from online/web and
desktop Rules capabilities.

Optimise: Think about the goal and
remember to do some housekeeping from
time to time.
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Hope you enjoyed the session

Why not join us for our next tips and tricks session?

www.it-champion.co.uk/it-training/monthly-tips-tricks/





