SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

MS OUTLOOK — USING RULE TO MoVvE EMAIL TO
JUNK

Purpose

This handout is to briefly instruct how to create a Rule that will automatically move an unwanted
EMAIL to JUNK.

So if you have an email from a specific person, this RULE will automatically move it to JUNK
Email folder.

4 Favorites

Search Junk E-mail (Ctrl+E L0
L2} Inbox [209) -
[ senttems (1) Arrange By: Date| Newest on top
(3] Deleted Items (115)
4 Today
4 rrava@sayresd.org r‘;_ -4 EminentWare 10:03 AM
: = Live Webcast 11/10: C...
=] Inbox [209) =
L7 Drafts
=] SentItems (1)
{a) Deleted Items (115) A ' —
-3 BLaSTIU 17 Example — any emails
. @ Junk E-mail [1] from EminentWare are
o moved to Junk E-mail -
AUTOMATICALLY
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Sample How to Setup RULE to move specific EMAIL to
Junk

In MS Outlook do the following:

First select an email that you wish to set up a rule for (see example below):

........ - e - - srswr -

Search Inbox (Ctrl+E)

P Live Webcast 11/10: Common EI
Arrange By: Date Newestontop ~ = WSUS Error Codes Decoded & +|

o = EminentWare <wsustips@eminentw:

© If there are problems with how this message
is displayed, click here to view it in a web

EMAIL that you no longer | protecti...

wish to see leport for... browser,
A\ & Merrill (Staff ... sent: Tue 11/9/2010 10:04 AM

\k\ ,(R DATA DOCTOR To Rick Rava (Staff - Director of Information Tecr

(~ EminentWare 10:03 AM -~
Live Webcast 11/10: C... Having trouble viewing this email?

(4 Christine Davis (Teach... Click here
email ! fEEMinentWare )

4 Rick Rava (Staff - Dire... g
Major work to Compl...

=3 Bonnie Merril ([t -.. Live Webcast:
printing at Snyder

(4 Tracy Wright (Staff - S... Common WSUS Error Cc

FW: Kurzweil traini... @
i Wednesday, November 10, 2010

4 Yesterdav 1 PM Central

Rick Rava Page 2 Revised: 11/9/2010
X:\2009Tech\TechTips\MSOutlook\Using Rule to Move EMAIL to JUNK.docx



Now right mouse click on the item — select RULES — create RULLE

4

Search r"alar_'id Items

(Ctrl+E) 2 Live Webcast 11/10: Comm

Right-Mouse CLICK te Newestontop © * WSUS Error Codes Decoded

= EminentWare <wsustips@em

.. LI © If there are problems with how this n
ﬁ minentWare  10:03 AM i is displayed, click here to view itin a
E Live We > browser.
_‘|ﬂ <3 Copy Click here to download pictures. To
" i) | SR Tue 11/9/2010 10:04 AM
54 TechRe £& Reply Rick Rava (Staff - Director of Inform
[TechRé (=8 Reply All
: ' — y oy
A BuyerZ (3 Forward Eﬁ:inrg‘et::uble viewing this email’
The Zor S
__;1 DA We “j Mark as Uﬂread I [“1 Riaht-clicl hova ba dnurl
Success B Categorize >
-] IT Secu | Fi
nd Related » =
Include e Live Webcast:
| DeepS 7? Quick Steps ' -~ RARSE
Equipm (5} Rules 4 Always Move Messages From: Eminel
| Careerl A Move >
The Cre @ Create Rule... R
| s
4 Inside t 4/ OneNote L)j Manage Rules & ANrts...
v | Last Ch % Junk > ) ) ol
This brings up the following screen:
Create Rule ﬁl
—\When I get e-mail with all of the selected conditions
Select the checkbox for
[V From Eminenti/are — emails from this address

EE——————

[~ subject contains [Live Webcast 11/10: Common WSUS Error Codes Decoded -

[~ Sentto |me only

E

Do the following

[~ Display in the New Item Alert window

I~ Play a selected sound:  [Windows XP Notify.w b | _| |

I™ Move the item to folder: ~|Junk E-mail

o | cancel | Advam:edOptions...I

First select the check box to “From EminentWare” or the person that is sending the email

Rick Rava Page 3
X:\2009Tech\TechTips\MSOutlook\Using Rule to Move EMAIL to JUNK.docx

Revised: 11/9/2010



Createrule
—When I get e-mail with all of the selected conditions
[V From EminentWare

I™ Subject contains |Live Webcast 11710: Common WSUS Error Codes Decoded :
I~ Sentto |me only ~|

~Do the Following
[~ Display in the New Item Alert window

I™ Play aselectedsound: | Windows XP Notify.w LILI Browse. .. I
_[y?\mve&mtemtafddw: | Junk E-mail Select Folder L] Click on Select Folder

Check “Move the item to oK ] l 0 | Onti I

folder” I

Now select Move the item to a specific folder

Click on Select Folder — navigate to the Junk E-mail

x|
Choose a folder:
L] Inbox [208]

L 7| Drafts j

i

|

-] Sent Items (1)

5] Deleted Items (115)
4 BLaSTIU 17
] Calendar
8| Contacts

S Journal ) ) )
(3 ____: Navigate and click on Junk E-mail ‘
L. | Notes b
L3} Outbox
1 Personal (18)

L) RSS Feeds (2) =
«| | »|

Click on OK

Create Rule

~When I get e-mail with all of the selected condttions
[V From EminentWare

I™ Subject contains [Live Webcast 11/10: Common W3US Error Codes Decoded §
[~ Sentto |meonly ;I
Do the following
[™ Display in the New Item Alert window

I™ Play a selected sound: mﬂﬂ Browse..._|

IV Move the item to folder:  [Junk E-mai [ selectroider.. |

ok | cancel | advancedoptions... |
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Click on OK

Create Rule x|

When I get e-mail with all of the selected conditions
[v From EminentWare

Success

'E The rule "EminentWare" has been created.

[¥ Run this rule now on messages already in the current folder
]

Select Run rule on messages...

OK

v Move the item to folder:  |Jurk E-mail Select Folder...

ok | concel Advanced Options. ..

Make sure you select the check box to “Run this rule now on messages already in the current
folder”

OK
x|

~When I get e-mail with all of the selected conditions

|d Microsoft Outlook N
r

7.

B o8 :
r Running rule ‘EminentWare'

In ‘Inbox’
I T Cancel |

R

=

j

|

Your rule is now all set to run — any email from that specific address will be automatically
moved to the Junk Email folder

All email from this sender will now to automatically placed in your Junk Email
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