How to Set Up Email Rules in Outlook

Below is a step-by-step guide to help you create an Outlook rule that automatically moves emails
with subject lines starting with “[CIM Courses] Action Required” or “[CIM Programs] Action
Required” into a specific folder.

This will cover both Outlook for Windows and Outlook for Mac.

Set Up a Rule in Outlook (Windows Desktop App)

Step 1: Open Outlook
1. Launch the Outlook application on your computer.
2. Clickthe File tab in the top menu.
3. Select Info from the left sidebar.
4. Click Manage Rules & Alerts

@outlook.com - Outlook

Y
@ Mailbox Settings
< Manage the size of your mailbox by emptying Deleted ltems and
| GD Infa Tools a[chiving.
Open & Export = 14,5 GB free of 14.8 GB
o Rules and Alerts
Bl
Save As H“‘[:]_ Use Rules and Alerts to help arganize your incoming email messages, and
Manage Rules receive updates when items are added, changed, or removed.
Save as Adobe & Alerts
PDF
— Slow and Disabled COM Add-ins
3:{;:3}. Manage COM add-ins that are affecting your Outlook experience,
Manage COM
More... Add-ins
| S RECy g v
Rules and Alerts *
Email Rules  Manage Alerts
Apply changes to this folder |||'|Imx|- - @outlaok,cam] V] |
Cﬂange Rule- E'F_él Copy.. ){Qele‘ce w  Run Rules Mow... Options
| | Rule {applied in the order shown) ) - | &ckions ) | &
- N N e (client-only) ||—7'm
: - wo (Gmail) it
- - o (amaily ﬁl[

Rule description (click an underlined value to editi:



Step 2: Start a New Rule
1. Inthe Rules and Alerts window, click New Rule.
2. Under Start from a blank rule, select:
a. Apply rule on messages | receive
3. Click Next.
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Rules Wizard

Start from a template or from a blank rule
Step 1 Select a template

Stay Giganized
EJ-I IMove messages from sameone to a folder
EJ:I Move messages with specific words in the subject to a folder
EL-I IMove messages sent to a public group to a folder
Ft' Flag messages from someone for follow-up
El-l IMove RSS items from a specific RS5 Fead to a folder
Stay Up to Date
E‘ Display mail from someone in the New tem Alert Window
ﬂi}} Play a sound when | get messages from someone
D Send an alert to my mobile device when | get messages from someaone
Start from a blank rule

[~] Apply rule on messages | receive

E‘ Apply rule on messages | send

Step 2: Editthe rule description (click an underlined value)

Apply this rule after the message arrives

Cancel Bacl Mext Finish



Step 3: Set the Condition

1. Check with specific words in the subject.

2. Click the underlined specific words link in the lower pane.

3. Inthe pop-up:
o Type [CIM Courses] - click Add
o Type [CIM Programs] - click Add
4. Click OK
5. Click Next.

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] from people or public group

with specific words in the subject

[[] 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

[T] 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 Ta box

[] sent to people or public aroup

[] with specific words in the bady

[ with specific words in the subject or bady
[] 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

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

Apply this rule after the message arrives
with specific wards in the subject

Cancel < Back Mext = Finish

Specify words ar phrases to search for in the subjec:

[CIM Couwrses)
Search list:

Add

Cancel



Step 4: Set the Action
1. Check move it to the specified folder.
2. Click the underlined specified link.
3. Inthefolder list:

o Click New to create a new folder

o Enteraname (e.g., CourseLeaf Emails)
o Choose where to place it (e.g., Inbox)

4. Click OK
5. Click Next.
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What do you want to do with the message?
Step 1: Select actionis)

[] stop processing more rules

move it to the specified folder

[] assign it to the category category

[] delete it

[T] permanently delete it

[] move a copy to the specified folder

[] forward it to people or public group

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

[] 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 categories

[] mark it as impartance

[] print it

[ play a sound

["] mark it as read

Step 2 Edit the rule description (click an underlined value)
Apply this rule after the message arrives
withi'[CIM Courses] or [CIM Programs]iin the subject
move it to the specified folder

Cancel < Back Finish

Choose a foldern
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Step 5: Set Exceptions (Optional)

e |f needed, select any exceptions (e.g., exclude messages from certain people).
e Otherwise, leave everything unchecked and click Next.

Rules Wizard o

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

[] except if from people or public group

[T] 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 or public group

[] except if the body contains specific wards

[] except if the subject or body contains specific words
[] except if the message header contains specific words
[ 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
with JCIM Courses]’ or TCIM Programs]’ in the subject
move it to the Courseleaf Emails folder

Cancel < Back Mext = Finish



Step 6: Finish and Apply the Rule
1. Give your rule aname (e.g., CIM Emails).
2. CheckTurn on thisrule.
3. Click Finish.
4. Click Apply, then OK to save everything.

Finish rule setup.

Step 1: Specify a name for this rule
'[CIM Courses]’ or '[CIM Programs]’

Step 2: Setup rule options
|:I Run this rule now on messages already in “Inbox’
HTurn on this rule

Create this rule on all accounts

Step 3: Review rule description [click an underlined value to edit]
Apply this rule after the message arrives
with JCIM Cowurses]” or TCIM Programs]’ in the subject
move it to the Courseleaf Emails folder

Cancel < Back lext = Finish

Test the Rule

Send a test email with one of the matching subject lines to confirm:
e |t skipstheinbox

e And lands directly in your CourselLeaf Emails folder

Notes
e You can edit, delete, or copy this rule at any time by returning to Manage Rules & Alerts.
e |fyouwantthe rule to apply to existing emails, right-click the folder > Rules > Apply Rules Now.



Set Up an Outlook Rule on Mac (Microsoft 365 / Outlook app)

Before you start: Make sure you are using the Outlook desktop app (not just Outlook in the web

browser).

Step 1: Open Outlook
1. Launch the Outlook app on your Mac.

2. Make sure you are in Mail view (look at the left sidebar).

Step 2: Create the Target Folder (if needed)

1. Inthe sidebar, right-click your account or Inbox.

2. Select New Folder.
3. Name the folder (e.g., From John Doe).

4. Press Enter and the folder should now appear in your folder list.

Step 3: Open the Rules Window
1. Onthe top menu bar, click Tools.
2. Select Rules from the dropdown.
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Step 4: Choose Account
In the Rules window:

1. Select the account you want (e.g., Exchange, Outlook.com, or whatever your work account

is).
2. Click the + button to add a new rule.

= Rules...

Junk Email Preferences
Qs Accounts...

Get Add-ins

Keyboard Shortcuts
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Step 5: Define the Rule
In the Edit Rule window:

Name the Rule:
e Type a descriptive name, like Move emails from johndoe@example.com.

When a new message arrives that meets all these conditions:
e Condition 1:
o From=~>Is > johndoe@example.com (or whichever address you want)

Do the following:
Move > Choose Folder > select the folder you created earlier (From John Doe).

Step 6: Adjust Additional Options (Optional)
e You can add other conditions if needed (like subject contains, sent to, etc.).
e You can also choose whether to stop processing other rules if this one applies.

Step 7: Save the Rule
1. Click OK to save therule.
2. Close the Rules window.

Step 8: Test the Rule
Send a test email from that address to yourself (or wait for a real one) and confirm:
1. It bypassesthe inbox and



2. Landsdirectly in the target folder.

Notes
e |fyou wantto apply the rule to existing emails, after creating it, go to the folder, right-click,
and use Rules > Apply Rules.

For more information, you can visit the Microsoft Website and Inside the Web or email Jessica Triola
at jtriola@nyit.edu.


https://support.microsoft.com/en-us/office/manage-email-messages-by-using-rules-in-outlook-c24f5dea-9465-4df4-ad17-a50704d66c59
https://insidetheweb.com/rules-in-outlook/
mailto:jtriola@nyit.edu

