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Creating a Rule in Outlook to Redirect Spam Mail

In Outlook, you can setup a rule to automatically send Junk mail and Spam mail into
a newly created folder called.

In this case we are going to set up a rule so that any emails that we receive with the
word “spam” in it will be re-directed to the folder we are going to create called
Rubbish. We will also state which email addresses are excluded from this rule. To
create the rule;

Tools | Actions  Help

On the Menu toolbar,

Lt Address Book...  CtrH-Shift+EB

1. Choose Tools
2. Rules and Alerts

% Organize
‘_:} Rules and alerts. .,

Out of Office Assistant. ..

Mailboy Cleanup...

hasing @ Empty "Deleted Items” Folder

In the Rules and Alerts windows, choose New Rule and the following window will
appear.

inStep T

g:::;z:?il:nf:'jﬁmtemp""te Choose Move messages with specific words
in the subject to a folder

‘I Step 1: Felect a template
Organized

73 Move messages from someone ko a Folder | n Step 2

Maove messages with specific words in the subject to a folder

1™ Move messages sent to a distribution st to a Folder

f;j;tnj;;;“:;jzﬂm i cotne e 1. Click on specific words. In the window that
Stay Up to Date appears, type in the word that this rule will
e i be applied to and click Add. Repeat this if
8 Send an alert to my mabile device when I gat messages fram someons you have more than one word to Specify.
‘I@it the rule description (click an undetlined value) Click OK.
with\;tggfgg';;f;:nthtgem;;;;gfa”ives 2. Click on specified. In the next window,
nove o th secid ol choose New and type in the name of the
Evample: Move mailwith Project in the subject to my Project folder new folder where you want these emails to

be re-directed to and click OK and then
OK in the next window.

If you have not clicked on all underlined words in
Step 2 to specify further options, an error message will appear advising that you still
need to do so.

Updated by TI D/07/2716 Version 1.0

computer systems | maintenance programs | wireless technology | onsite support | broadband | training | website design & maintenance
HEAD QUARTERS Studio 4/17-19 Orange Street Williamstown North, Vic, 3016 ALL CORRESPONDENCE PO Box 620, Altona, Vic, 3018




E helpdesk@cootacom.com.au
We Get You Started Pty Ltd W www.cootacom.com.au

P 039399 8731
ootacom

Y O UR LOCAL COMMUNITY BASED I .T. PROVIDER

Click Next to be taken to the window as per below

Select Conditions

Rules Wizard

Which conditionis) do ywou wank ko check?
Step 1: Select condition(s)

i 0 st - Use this window to set more conditions for your Rule.

(] from people or distribution list
[ thraugh the specified account
[ sent only to me

(] where my name is in the To box

e o s In Step 1, check the box or boxes next to the condition

[ marked as sensitivity

e aten you require. You will notice that every condition you

[[] where my name is in the To ar Cc box

e oy e ot mthe o select, they will appear in Step 2 (see next picture).

[] sent to people or distribution list
[ with specific words in the body v

Step 2! Edit the rule description (click an undetlined value)
Apply this rule after the message arrives
with Spam in the subject
move it ko the Spam Folder

oot ) o i) (o

which condition{s) do wou want to check?
In this example, from | T2 = e R people or distribution
list has been e s checked in Step 1 and
appears in Step 2. L ooy e s nhe Tobox

("] marked as mportance

] marked as sensitivicy
[ Flagged For action

In Step 2, click on all [ e oy e i the Cc b words underlined to

] where my name is in the To or Cc bax

further specify the i indiian conditions you require.

] with specific words in the body o

g Step 2: Edit the rule description (click an underlined value) e
Once a” Condltlons Apply this rule after the message arrives have been Sp@leled,
. from people or distribution list
CI I Ck Next . and with specific words in the subject
and on this machine only
move it ko the specified Folder

Cancel I[ < Back H Next = ]I Finish

What Do You Want To Do With The Message?

e Sl This window allows you to select what other actions
iy are to be taken with this rule.

[v] move it to th ified fold -~

[ delete it N ) . .

Dommansty et If you do not need to specify any of these options,
o e b ettt click Next.

Drepy using a specific template . .
E;:ag'mes#Fo_rhaiuénl.n'a;glumbemfdaxs If you do select one or more actions, they will appear

laq message with a colared flag . . . .

] e the Hessage Fag “ | in Step 2. If there is a word underlined in Step 2

StepT: E:\tthlert_;lede:crlptmn(chckanunderllnedvalue) Corresponding to your neW SeIeCtiOnS, CIiCk On it to
Apply this rule after the message arrives . . .

i e st specify further options for that action.

Once finished, click Next
[ Cancel ] [ = Back " Next = ] [ Finish ]
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Any Exemptions To The Rule?

Use this window to specify any exemptions to the rule

Brethee any exctions? you are creating. For example, you may want to

Step 1: Select exception(s) (if necessary)

- exclude certain email addresses who may send you

O EXEEpt if the subject contains specific words . . . .
[ except through the specified account emails with the word Spa m in it.
] except if sent anly ta me

[[] except where my name is in the To box
[ except if it is marked as importance

[ except if it is marked as sensitivity H H H

] cent it 2 oo o aci If no exemptions are required, click Next.
[[] except where my name is in the Cc box

[[] except if my name is in the To or Cc box
] except where my name is nat in the To b

B e e . If exemptions are required, as per the above steps,
2.4tk ot ek o check the exemption required in Step 1 and click on the
socl s nle fter e essage aes underlined word that subsequently appers in Step 2 to
mave ko the EEE older define the exemption.

Once finished, click Next.

Cancel ][ = Back " Next = 1[ Finish ]

Rules Wizand @

Finish rule setup.

In Step 1, giVe YOUr | sep . secty aname or s e rule a name.

In Step 2, Choose ;zi:jﬂl’:i?::nr:essagasalreadyin"Inhnx" Turn on this rUIe to
activate it. If 2] Trmon this ke required, also choose Run
this rule now on messages already in

i I n box »” Step 3t Rewiew rule description (click an underlined value to edit)

Apply this rule after the message arrives
with spam in the subject
mawe it ko the EEE Folder

Click Finish.

E;s and Alerts : E]@

E-mail Rules | Manage alerts

:3MewRule..‘ Change Rule = 53 Copy... Xgelata| Fun Rules Mow... Options YOU have nOW Completed a” the Steps and

Lk e i o o showe) . your rule has been created. To finish the
process, click OK to close the window.
You can also use the window to further
manage this rule, such as altering and deleting

s e ot e It

with spam in the subject

move it to the EEE falder
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