%(j’“ IT Help and Support

Federal Transit Administration—Office of Information Technology

MS Outlook — Creating a Rule to Sort

Messages

Background

Creating a rule in Microsoft Outlook helps users stay organized and up to date with messages. Rules are
used most often to automatically move incoming messages from a certain sender to a specific folder or
to display a special alert in relation to a certain sender.

Scope

This document applies to creating a rule in Microsoft Outlook 2010 and later.

Create a New Rule in Outlook

This document will show how to create a new inbox rule that sends all messages that have been
received from a particular sender to a specified Inbox folder. These rules can be created by selecting
different options, but in all cases the user will follow similar steps.

The steps in this section describe how to create a new rule through your Outlook Settings page.

1. Select the File tab.
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2. Click on Manage Rules & Alerts.
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In Step 1, select Move messages from someone to a folder.

Click Next >.
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6. InStep 1, check the box beside from people or public group.
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Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
¥ Move messages from someone to a folder

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 R55 Feed to a folder
Stay Up to Date
Display mail from someone in the MNew Item Alert Window
=) Play a sound when | get messages from someone
Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
=] 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 ger to my High | rt; folder

m
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MNext = Finish

7. InStep 2, select people or public group.
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Which condition(s) do you want to check?
Step 1: Select condition(s)
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[[] with specific words in the subject

[] through the specified account

[] sent anly to me

["] where my name is in the To box

[] marked as importance

[[] marked as sensitivity

[] 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 public group

[ with specific wards in the body

[] with specific words in the subject or body

[[] with specific words in the message header

[[] with specific words in the recipient's address

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

[[] assigned to category category w

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

Ap e arrives
frofn people or public group
=

and stop processing more rules

Apply

< Back

Cancel

Mext > Finish

8. Enter the senders name into the search bar if the sender is in your address book.
9. Select the desired sender.
10. Select From ->.

11. If the sender is not in your address book, enter their email address into the From -> bar.
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12. Select OK.
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3 Long, Michael M <FAA> AIR TRAFFIC CONTROL SPE... 228-265-6100
& Long, Michelle (FMC54) Safety Investigator 785-228-9238 x225 MC-EFM-KS
@Long, Mike <FAA: AIRWAY TRANSPORTATION ... 703-771-3605
& Long, Minnie [FHWA) Transportation Specialist 202-366-8791 E75-121
. Ef‘ Long, Phil CTR <FAA= Lead Engineer 571-208-3023
= E:FéLong, Regina D <FAA> SUPPLY TECHMICIAN 405-954-9734
o @émng, Robert A <FAA> AIR TRAFFIC CONTROL SPE... 661-575-2100
Ep {'EéLong, Robert CTR <FAA> Senior Air Traffic Control 5., 502-741-7914
1 &‘iLung, Robert | <FAA> AIR TRAFFIC CONTROL SPE... 770-210-7607
.’. Long, Ryan (FTA} Community Planner (215) 656-7051 500
= | & Long, Sean CTR FMCSA) 606-877-6670 Off site
- Ef‘ Long, Sharon <FAA> PARALEGAL SPEC 202-267-3473
eal {'EéLong, Steven <FAA= AVIATION SAFETY INSPECT... 314-890-4830
20 §Lung, Timothy R <FAA> SUPV AIR TRAFFIC CONTR... 807-474-0050
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13. Click Next >.
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[] marked as importance
|[] marked as sensitivity
[] 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 public group
[] with specific words in the body
&l Rule des |:| with specific words in the subject or body
2 [] with specific words in the message header
<
e [] with specific words in the recipient's address
[] with specific words in the sender's address
|:| assigned to category category V_
1 Step 2: Edit the rule description [click an underlined value)
| Apply this rule after the message arrives
=t i from Long, Matthew [FTA
] Enabl move it to theispecifiedifolder
and stop processing more rules
3
‘R Apply
arh

Finish

14. In Step 2, click specified.
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!1. Step 2: Edit the rule description (click an underlined value)
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Create a new folder if there is no existing folder you would like to move the incoming messages
to by selecting New...
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16. Enter the Name of your new folder into the top bar.
17. Click OK.
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Step 1: Select condition(s)

Cancel

Finish

Select the existing folder you would like to move the incoming messages to.
Select OK.
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Finish

20. In Step 1, check the box beside move it to the specified folder.
21. Click Next >.
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E-mail Ru

Rule des
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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 cateqory categaory

[ delete it

[[] permanently delete it

[[] move a copy to the specified folder

[] forward it to people ar public group

[[] forward it to people or public group as an attachment

[ redirect it to peaple ar public aroup

[[] have server reply using a specific message
[ reply using a specific template

[] flag message for follow up at this time
[] clear the Message Flag

[[] clear message's categaries

[] mark it as importance

[] print it

[ play a sound

[ start application

Step 2: Edit the rule description (click an underlined valug]

Apply this rule after the message arrives
from Long. Matthew (FTA)
move it to the TEST folder

and stop processing more rules

Cancel < Back Mext >
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E-mail Ru

Rule des

["1Enabl

Rules Wizard

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

|| except if from people or public group

[] except if the subject contains specific words

[] except through the specified account

[] except if sent only to me

[[] except where my name is in the To box

[[] except if it is marked as importance

[[] except if it is marked as sensitivity

[] except if it is flagged for action

[[] 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 not in the To box

[] except if sent to people ar public group

[] except if the body contains specific waords

[] except if the subject or body contains specific waords
[[] except if the message header contains specific wards
[[] except with specific words in the recipient’s address
[[] except with specific words in the sender's address
[[] except if assigned to category category

Step 2: Edit the rule description (click an underlined value}
Apply this rule after the message arrives
from Long, Matthew [FTA]
move it to the TEST folder
and stop processing more rules

Cancel < Back Mext >

Slow and Nicahled COM Add-incg

In Step 1, enter the name of the new rule.

Apply

Finish

If there any exceptions, check the box beside the listed exception.
Click Next >.

Apply

Finish

25. In Step 2, click the box beside Run this rule now on messages already in “Inbox” if you would
like this rule to apply to any messages already in your inbox.

26

messages received.
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27. In Step 3, review the rule description and ensure that it states what you would like the new rule

28.

29.
30
31.

to do.
Click Finish.

risa loy@dot.gi

icrosoft Exchan Rules Wizard
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d TEsT
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Step 2 Setup rule options
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Create this rule on all accounts
Rule des
al
es Step 3: Review rule description (click an underlined value to edit}
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W and stop processing more rules
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Check the box next to your new rule.
Click Apply.
Click OK.
Microsoft Exchange
d Act Rules and Alerts
E-mail Rules | Manage Alerts
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=
-
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L
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Create a New Rule from a Message

The steps in this section describe how to create a new rule based off of a selected message. This
example will show how to have all messages that have been received from a sender go automatically to
a specified Inbox folder.

1. Right-click the message you would like to base the rule off of.
2. Hover over Rules.
3. Select Create Rule...

FILE HOME SEND / RECEIVE FOLDER VIEW

1 | @ ignore T (L EMesing Y TeAMS €4 To Manager ¥ =
= & X Qe QE e s = [
SH e Up~ L(' 2 - E Team Email v Done =1 ¥
New New Delete  Reply Reply Forward o ~| Move Rules OneNote Unread/ C
& £ 2 Reply =
il tems - & Junk al ) More - ¢ Reply & Delete ¥ Create New ° . Read
New Delete Respand Quick Steps ] Move
< .
4 Favorites Search Current Mailbox (Ctrl+E) O | Current Mailbox ~ 2 Reply 2 Reply Al (S Forward G5 1M
nbox Al Unread ByDate *  Hewest 4 Mon 2/8/2016 10:15 AM
Sent frems 4 Today Long, Matthew (FTA)
Deleted ftems 7 H ] .
eleted ftems i Long, Matthew (FTA) : Testing Outlook Rules
Testing Outlook Rules 10:15 AM o
This i a test, This is only a test, To  MLoy, Karisa (FTA)
4 karisaloy@dot.gov T Em Copy
b Last Week )
a Quick Print
b3 b Two Weeks A = This is a test. This is only a test. Do not adjust your telev
Accounts Setup IoDLLEE LD 2 Reply
4 Briefs I Last Month 2 Replyal
IT Monthly Re -~
onthly Review b Oider & Forard
c2 O
v Markas
Documents 3 Mark a5 Unrezd
EAs Hi Categorize b
Escalation I> Follow Up 4
Meetings B EindRelated  »
SharePoint .
TAD-20 —
Tasking e Rules e <<2ges From: Long, Matthew (FTA)
s N
cCB M OneNote o et
Drafts [2] % Ignore
Sent ltems & Junk N
I Deleted ltems 7 X Delete
Conversation History
Junk E-Mail
Outbax
I Search Folders
I FTA-Computer-Refresh
B .- @ 522 more about Long Matthew (FTA)

ITEMS: 17

Check the box beside the sender whose messages you would like to be moved.
Check the box beside “Move the item to folder:”.

Select the folder you would like the messages to be moved to if one already exists.
If a folder does not already exist, select New...

Nowas
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l ‘ Testing Outlook Rulg

M Loy, Karisa (FTA)
Choose a folder:

4 Inbox
“his is a test. This is only a test. Do ng Accounts Setup
[ EBriefs

2

Documents
( EAs
Escalation
Meetings
Erom Long, Matthew (FTA} SharePoint
TAD-20
Tasking
17 Drafts [2]
Do the following 7 Sent [tems

P R Ty

[] Display in the MNew Item Alert
Play a selected sound: .| Windows Motify Em| |I| IE | Browse.., |
Maove the item to folder: I| | | Select Folder... |

oK | Cancel | |Aguanted Options... |

8. Enter the name of the new folder in the top text box.
9. Select OK.
I

Folder contains:
|Mai| and Post ltems

Select where to place the folder

4 Eg karisa.loy@dot.gov
[» Inbox
7 Drafts [2]
7 >ent ltems
b |5 Deleted Items (7)
[, Calendar
> Contacts
Conversation History
% Journal
[e Junk E-Mail
Motes
[Ca

10. Select OK.
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Choose a folder:

r Inbox
Accounts Setup
Briefs
2
Documents
Ehs

Escalation
Meetings
SharePoint
TAD-20
Tasking

[» Trams

i Drafts [2]

11. Review the rule.
12. Select OK.

When | get e-mail with all of the selected conditions
From Long, Matthew [FTA)

|:| Subject contains |Testir‘|g Cutlook Rules

|:| Sent to | me only

Do the following

|:| Display in the New [tem Alert window

|:| Play a selected sound: Windows Motify Em: EI |I|

Mave the item to folder: | TEST || SeledtFolder. |

m | Cancel | |.Ad|ranced Options... |

For More Information

For additional questions or comments, contact the IT Service Desk at 5-Help (202-385-4357 or toll free
866-466-5221) or Tim Pemberton (202-366-7410) in the FTA Office of Information Technology, TAD-20.
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