How Creating a Rule in Outlook 2010

1) In Outlook 2010, click on File, and then click on Info. This brings you to the "Account Information”
screen.

2) Click on Manage Rules and Alerts. From the "E-mail Rules" tab, click on New Rule.
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3) Under "Start from a blank rule™, click on "Apply rule on messages | receive" and click Next.
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4) Under "Step 1: Conditions”, click on the check box "with specific words in the subject” (make sure
that it is a very specific subject, otherwise any incoming messages with that word in the subject
will go into your specific folder). Then under "Step 2: Edit the rule description” click on the link
specific words.
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5) This will open up a "Search Text" window where you can type the word(s) for the specific
subject. Here | am typing "teknoids", which is a listserv that | subscribe to that has that word in



the subject. Then click Add, and then click OK.
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6) You will see now that “teknoids" has been added in the Step 2 section. Click Next.

[ Rutes Wizard R [

Which conditon(s) do you want to check?

Step 1: Selert gondinon{s)

[} from people or publc group -
) with gpecific worgs in the cubject ;
[7] dwough the specified scoount

[ sent only to me

[ where my name is in the To box

[ marked as mpertancs

| marked bz sensifvity

L fisgged for gotion

|_| where my name i in the Cc box

[T} where my name i in the To or Cobox

[] where my name is not in the To box

[} sent to pecole or public oroup

[ wath gpeac words in the body

(] wath specific vwords in the subject or body

I 0 with saeafic words in the message header

(] with gpedfic words in the redprent's sddress
[ wath goafs words in the sender’s address
[] assigned to catenory category =
Step 2 Echt the nule gesaription {dick an underined value)

Apply thes ne after the message arrves

with icknodsin the subject

m

| conedt | [ <ock || bex> | | Foeh |

7) A new window appears. Under "What do you want to do with this message?" under "Step 1:
Select Actions", click on the checkbox next to "move it to the specified folder". Then under "Step
2: Edit the rule description”, click on specified.
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8) A window similar to below will appear. If you haven't created the folder yet, click on New and
create the folder. If you have already created the folder, just select it (in this case, the folder
Teknoids is already created), then click OK.
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9) Another window will appear giving you the option to choose exceptions to the rule. 1 am going to
Recommend avoiding this unless you absolutely need to create exceptions. Simply click Next.

10) It will then ask for the rule name, which it automatically creates based on the word in the subject.
By default, the rule is automatically turned on, as below. Click Finish then click OK to exit.






