Create Rules in Outlook XP

Choose the email you wish to filter.

Right click on the email and choose Create Rule

Rules Wizard

Which condition{s) do you want to chedk?

A
] with test email in the subject 1
[ with test email in the subject or body
[] through the specified account

[ sent only 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 hd
?:' o ,ni' Rule description (click on an underlined value to edit it):
! .'I Apply this rule after the message arrives
AT

@ Cancel | | Mext = | Finigh ‘

In the area marked “Which condition(s)...” you can choose what you want to filter for,
i.e. Huntington bank, Washington Mutual, etc. For this example lets choose “From Fred
Famble”



Click Next

Rules Wizard

Which condition(s) do you want to check?

”
[] with test email in the subject i
[ with test email in the subject or body
[] through the specified account

[] sent only 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 o4

Rule description (dick on an underlined value to edit it):

Apply this rule after the message arrives
from Fred Famble

Cancel < Back I Mext = I Finish

Rules Wizard

What do you want to do with the message?
move it to the spedfied folder
[] assign it to the category category

[1 notify me using a specific message
[ delete it

[] permanently delete it

] move a copy to the specified folder
[ forward it to people or distribution list -
[ forward it to people or distribut. .. as an attachment
[ redirect it to people or distribution list

[1 hawve server reply using a specific message

[ reply using a specific template

[] flag message for action in & number of days

[

[ £

Rule description (dlick on an underlined value to edit it):

Apply this rule after the message arrives
from Ered Famble
move it to the Eaaeii=s]folder

Cancel < Back I Mext = I Finish




Now in the area “What do you want to do with the message?” click on “move it to the
specified folder”

In the field “Rule Description” left click on the “specified” link

Rules Wizard

Choose a folder:
= @ Mailbox - Jason Tardiff
% Calendar
§2 Contacts Cancel |
& Deleted Items
B} Drafts E e |

[} inbox 68
{ﬁ Journal
$E4 Junk E-mail
Motes
@ Outbox
‘{ﬁl Sent Items
@ Tasks
+ @ Personal Folders
+ @ Public Folders

In this window you can choose the folder to have the message moved to automatically. If
it is a message you don’t want, have it moved to “Deleted Items” or “Junk E-mail”

Click OK

Rules Wizard

What do you want to do with the message?
move it to the spedified folder

[

[] assign it to the category category

[] notify me using a specific message

[ delete it

[ permanently delete it

[ move a copy to the specified folder

[ forward it to people or distribution list =

[] forward it to people or distribut. .. as an attachment
[ redirect it to people or distribution list

[ have server reply using a specific message

[ reply using a specific template

[] fiag message for action in & number of days

£

Rule description {cick on an underlined value to edit it):

Apply this rule after the message arrives
from Fred Famble
move it to the ENTYEENET} folder

@ Cancel < Back Mext = Finish




Click Next

Rules Wizard

Please specify a name for this rule:

Fred Famble

[ Run this rule now on messages already in "Inbox".

[¥ Turn on this rule
=

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives
from Fred Famble
move it to the Junk E-mail folder

@ Cancel | < Back ‘ ‘ Finish |

Place a check mark in the “Run this rule now on message already in “Inbox”

Rules Wizard

Please specify a name for this rule:
r:red Famble

I¥ Run this rule now on messages already in ‘Inbox™, |

¥ Turn on this rule

r

Rule description (dick on an underlined value to edit it):

Apply this rule after the message arrives
from Fred Famble
move it to the Junk E-mail folder

@ Cancel < Back | Finish |

Click Finish



Note: For spam like Washington Mutual and
Huntington Bank you may have to do this process
multiple times since the subject and sender change
frequently.



