Setting up a filter to sort email in Outlook 2010

In this example, | want to filter any email with the words “asbestos” and “abatement” and put them in
my junk email folder. You can use these steps to filter out email from specific people, email with
phrases or words, and other things to folder (or to delete them) automatically.

To do this please follow the steps below:
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Click on the Rules and Mange Rules and Alerts



Rules and Alerts

E-mail Rules | Manage Alerts

Apply changes to this folder: | Inbox [CallPilot Deskiop Messaging]

lﬁ' Mew Rule... Change Rule » 53 Copy... )( Delete

i+ RunRules Mow... Options

|F‘.ule (applied in the order shown)

| Actions

Clear categories on mail {recommended)

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
assigned to any category
clear message's categories

[|Enable rules on all RSS Feeds

] [ Cancel

Apply

Click the New Rule button




Rules Wizard | 55 |

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

Stay Organized
i Move messages from someone to a folder
Mowe messages with specific words in the subject to a folder

Mowe messages sent to a public group to a folder
Flag messages from someone for follow-up
Move Microsoft InfoPath forms of a spedific type to a folder
Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
= Digplay mail from zomeaone in the New Item Alert Window
ifl Play a sound when I get messages from someone
I; Send an alert to my mobile device when I get messages from someone
Start from a blank rule
1 Apply rule on messages I receive
=1 Apply rule on messages I send

LD €S LeLs

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

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

and stop processing more rules

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

Click the “Apply rule on messages | receive” option then click Next



Rules Wizard [=5]

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

[ ifrom people or distribution list Pa
[] with spedific words in the subject

[] through the spedified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[7] flagged for action

[] 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 distribution list

[] with spedific waords in the body

[] with specific words in the subject or body
[] with specific words in the message header
[] with specific words in the redpient's address
[ ] with spedific words in the sender's address
[ ] assigned to cateqory category i

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

Cancel ][ < Back ][ Mext = ][ Finish

This window will give you a number of selection options. To search for a word or phrase in both the
body and the message check “with specific words in the subject or body”



Rules Wizard [=5]

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

L

 specific words in the subject or body

[] with spedific words in the message header

[] with specific waords in the redpient's address
[] with specific waords in the sender's address

[] assigned to cateqary category

[] assigned to any category

[] which is an Out of Office message

[T] which has an attachment

[] with & size in a spedfic range

[] received in a spedific date span

[] uses the form name form

[] with selected properties of documents or forms
[] sender is in specified Address Book

[] which is @ meeting invitation or update

[] from RSS Feeds with specdfied text in the title
[] from any RSS Feed |
[7] of the spedfic form type -

with specific words in the body -

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives
with specific words in the subject or body

Cancel ][ < Back ][ Mext = ][ Finish

Click the “specific words” in Step 2

Search Text @

Spedfy words or phrases to search for in the subject or body:

asbestos abatement]

Search list:

I
i
[=]
m

Ok Cancel

Type in the word or phrase in the “specify words or phrases to search for in the subject body” text entry
section and click add then ok



Rules Wizard

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

[[] with spedific words in the body -
with spedfic words in the subject or body

[] with spedific words in the message header

[] with specific waords in the redpient's address

[] with specific waords in the sender's address

[] assigned to cateqary category

[] assigned to any category

[] which is an Out of Office message i
[T] which has an attachment

[] with & size in a spedfic range

[] received in a spedific date span

[] uses the form name form

[] with selected properties of documents or forms
[] sender is in specified Address Book

[] which is @ meeting invitation or update

[] from RSS Feeds with specdfied text in the title
[] from any RSS Feed |
[7] of the spedfic form type -

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives
withiasbestos abatementiin the subject or body

Cancel ] [ < Back ][ Mext = J [ Finish

Click next on the rules screen



Rules Wizard [=5]

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

[ |imove it to the specified folder Pa
[] assign it to the category category b
[] delete it

[] permanently delete it

[] move & copy to the spedified folder

[] forward it to people or distribution list

[] forward it to people or distribution list as an attachment
[] reply using a spedific template

[] flag message for follow up at this ime

[T] dear the Message Flag

[T] dear message's categories

[] mark it as importance

[] print it

[] play & sound

[] start application —
[] mark it as read

[] run a script

["] stop processing more rules i

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives
with asbestos abatement in the subject or body

Cancel ] [ < Back ][ Mext = J [ Finish

Choose the option of what you would like to do with the message. | recommend moving the item to
another folder instead of deleting it as deletion is permanent.



Rules Wizard [=5]

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

move it to the specified folder
[] assign it to the category category b
[] delete it

[] permanently delete it

[] move & copy to the spedified folder

[] forward it to people or distribution list

[] forward it to people or distribution list as an attachment
[] reply using a spedific template

[] flag message for follow up at this ime

[T] dear the Message Flag

[T] dear message's categories

[] mark it as importance

[] print it

[] play & sound

[] start application —
[] mark it as read

[] run a script

["] stop processing more rules i

»

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives
with ashestos a ent in the subject or bady
move it to theisp ifalder

Cancel ][ < Back ][ Mext = ][ Finish

If you have chosen to move it to a specified folder, click “specified” in step 2



Rules and Alerts [~ B |3

Choose a folder:

= %ﬂ Personal Folders
ﬁ Calendar I
[ 3 Computer Coordinators
|85 Contacts
@ Deleted Items
[d Done —
LA Drafts
[ Inbox
[ IT Magazines
éﬂ Journal
] Junk E-mail
= | Motes
[ Movell i

13

Tk

Ok

Cancel

m

Choose the folder you wish to put the sorted items in and click ok (in this case | am putting all emails
with the words asbestos abatement into my junk e-mail folder)



Rules Wizard

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

imove it to the specfied folder

»

[] assign it to the category category

[] delete it

[] permanently delete it

[] move & copy to the spedified folder
[] forward it to people or distribution list
[] forward it to people or distribution list as an attachment
[] reply using a spedific template

[] flag message for follow up at this ime
[T] dear the Message Flag

[T] dear message's categories

[] mark it as importance

[] print it

[] play & sound

[] start application

[] mark it as read

[] run a script

["] stop processing more rules

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

with asbestos abatement in the subject or body
and on this machine only

move it to the Junk E-mail folder

m

Cancel ][ < Back H Next > ][

Finish

From here you click the next button giving you more options




Rules Wizard [=5]

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[ |iexcept if from people or distribution list Pa
[] except if the subject contains spedific words b
["] except through the spedfied account
[] except if sent only to me

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

[] except ifitis marked as sensitivity

[7] exceptifitis flagged for action

[] except where my name is in the Cc box
[T] except if my name is in the To or Cc box
[] except where my name is not in the To box =
[] except if sent to people or distribution list

[] except if the body contains specific words

[] except if the subject or body contains spedfic words

[[] except if the message header contains specific words

[7] except with specific words in the redpient's address

[] except with specific words in the sender's address

[7] except if assigned to category category o

m

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

with asbestos abatement in the subject or body
and on this machine only

move it to the Junk E-mail folder

Cancel ] [ < Back ][ Mext = J [ Finish

| do not have anything | need to select for my example so click next to continue



Rules Wizard [=5]

Finish rule setup.

Step 1: Spedfy a name for this rule
asbestos abatement

Step 2: Setup rule options

[ Run this rule now on messages already in "Unread Mail"
Turn on this rule

[| create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives

with asbestos abatement in the subject or body
and on this machine only

maove it to the Junk E-mail folder

Cancel ] [ < Back Mext =

Here you can name the rule you just created and have various options if you have Outlook checking
multiple email accounts, if you want to run the rule against all email already received, and to turn on the
rule. When you are done click Finish



Rules and Alerts

E-mail Rules | Manage Alerts

Apply changes to this folder:

Lﬁ' Mew Rule... Change Rule » 53 Copy... >( Delete

Inbox [CallFilat Desktop Messaging]

i+ | % |Run Rules Mow... Options
|F‘.ule (applied in the order shown) |ane Down -
asbestos abatement L=
Clear categories on mail {recommended)

Rule description (dick an underlined value to edit):
Apply this rule after the message arrives

with asbestos abatement in the subject or bady
and an this machine only
move it to the Junk E-mail folder

[|Enable rules on all RSS Feeds

[ QK J[ Cancel ][ Apply

Click apply then ok

You should now have a rule that works. If you are doing word filtering you can test it out by sending

yourself an email message with the filtered words.



