
A fresh approach to IT support and expertise.

Microsoft Outlook
Outlook Rules automate your inbox



What are Outlook Rules
Automation for 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 never miss an important update.



What’s achievable
Save time and reduce inbox clutter



Practical examples

• 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.



Limitations
Online versus Desktop versions



Desktop application

• More Advanced Rules

• Client-Side Rules

• Custom Conditions



Online/Web application

• 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.



Simple to Complex
How to set up a rule



How to Set Up a Simple Rule (Desktop)

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

• Select Rules > Manage Rules & Alerts.



How to Set Up a Simple Rule (Desktop)

• Click Create Rule: you might see ‘Start from a Blank Rule’, choose ‘Apply rule on 
messages I receive’.



How to Set Up a Simple Rule (Desktop)

• In the Rules Wizard, select 
From people or public group 
and choose your manager's 
email address.



How to Set Up a Simple Rule (Desktop)

• Select the action to Move it to 
the specified folder and pick 
the folder you want.

• Click Finish and OK 



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 I 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



Online/Web app



Additional Tips

• Prioritise Your Rules
• Use Exceptions

• Test Your Rules
• Clean up rules periodically

• Mailboxes



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.



A fresh approach to IT support and expertise.

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/




