Setting Up Rules in Outlook Web App

1. Go to Outlook Web App
2. Click on the gear on the right

3. Select Options
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Refresh

Set automatic replies
Display settings

Manage apps -

Offline settings

Change theme

Office 365 settings

4. Select organize email

organize emall

5. Click the + button

inbox rules automatic replies delivery reports

Choose how mail will be handled. Rules will be applied in the order sHj
off or delete it.

To learn how to forward your email to another mailbox using Inbox r

+m

‘On

Rule

There are no items to show in this view.
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6. Select the option that best fits your needs

+- e

Create a new rule for arriving messages...

Move messages from someone to a folder...
Move messages with specific words in the subject to a folder...
Move message sent to a group to a folder..,

Delete messages with specific words in the subject.

7. Give the rulea Name

new inbox rule

Apply this rule...
Name:
ITS Important
"When the message arrives, and:

Select one v

8. Select the appropriate item from the first drop-down menu

Apply this rule...
Name:

ITS Important

*When the message arrives, and:

Select one -

Select one

It was received from...

It was sent to...

It includes these words in the subject...

It includes these words in the subject or body...
It includes these words in the sender's address...
My name is in the To or Cc box

[Apply to all messages]

9. Fill in the requested information based on the selection you chose
10. Select the appropriate item from the second drop-down menu

Do the following:

| Select one - |

Select one

Maove the message to folder..

Mark the message with a category...
Redirect the message to...

Delete the message

Send a text message to...

11. Fill in the requested information based on the selection you chose
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12. Click the save button
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13. Click OK on the warning

.. warning

Using Outlook Web App or Windows PowerShell to modify your
rules will delete any rules that were previously turned off using
Outlook. If you want to preserve the rules you tumed off using
QOutlook, click Cancel and use Outlook to edit your rules. If you
ng want to proceed, click OK.

= [T Don't show me this message again

14. If you are done creating rules, click the arrow in the upper left
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