CREATE A MESSAGE RULE IN OUTLOOK WEB ACCESS

1. Login on https://outlook.office.com/mail/

2. In Mail view, click on Settings (visible as a cog wheel icon) within the top-right corner. Select View all
Outlook settings.

3. A Settings window will appear. Select Email. Select Rules.
4. Beneath Rules, select Add new rule. A new inbox rule prompt will appear.

5. Enter the desired name of the rule within the Name your rule field. Beneath Add a condition, select the
provided drop-down list and specify the criteria you would like the rule to detect (From >
‘allstudents@stalhamhigh.co.uk’). If you would like to specify additional criteria for your rule to match,
select Add another condition beneath your first entry.

6. 5.Beneath Add an action, select the provided drop-down list and specify the action you would like your rule
to perform (Move To > 'Students' folder ; Create new folder if needed). Select Add another action if you
would like to specify an additional action.

7. 6.If you would like to add any exceptions to your rule, select Add an exception. Check all the rule conditions
are correct and click OK to apply.

8. 7.Your new message rule has now been set and added to the inbox rule list. You can enable or disable the
rule by selecting the on/off toggle icon next to the rule name.

*Note: By default, rules will only operate on new messages as they are received. If you would like to run the rule on
existing messages, navigate to the rule following steps one and two above and select Run rule now (visible as a play
arrow icon).
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