Email Forwarding to Folders

1. From the Outlook Mail view, click Rules at the top of your _
screen.
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3. Click New Rule.
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4. Under “Start from a blank rule” click “Apply Start from a blank rule

rule on messages | receive.” Apply rule on messages | receive
*E1 Apply rule on messages | send

5. In Step 1, check the box that says “with

‘Which condition(s) do you want to check?

specific words in the subject and body,” and step B Selecconailion(:i e
click on the blue, underlined words in Step 2. spedficwords Inthe subject or body

71 with snerific wards in the messans headsr

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

| .Apply this rule after the message arrives
with specific words in the subject or body
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6. In the “Search Text” window, type in the empty Seatch Text x
f|e|d “Dept Fund|ng ReVIeW Queue” and press Specify words or phrases to search for in the subject or body:
“Add » Dept Funding Review Queue| Add
7. Click next and in Step 1, press “move it to the A ety
[wlmove it to the specified folder Py
[] assign it to the category category
1 delete it

specified folder.” Click the blue, underlined
“specified” in Step 2.

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

Apply this rule after the message arrives

with Dept Funding Review Queue in the subject or body

move it to the specified folder

8. Choose a folder for the emails to be forwarded B
to, or create a new folder by pressing “New...” ¥ 0 zngeniz Gachange oueile.cds | S
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9. Pressing “Finish” will complete the process. You SHop T Sy s et Tt rul
can add any exceptions you may need and give
the rule a ungiue name by pressing “Next.”
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