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6 EMAIL: RULES 

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.  

Rules automatically take actions when certain conditions are met. For example, rules can be used to auto-
file incoming email into specific folders. Rules are very powerful and can save you a lot of time. However, 
because they happen automatically, you need to be careful about creating rules that make it so you may 
miss incoming emails. 

RULE PARTS 

Rules have 3 parts: 

• Condition (Optional): Use conditions to determine when to the apply the rule. If no conditions 
are set, the rule is applied to every incoming email. Conditions include things like emails from 
particular senders, with particular subjects, sent only to you, and with specific words in the 
email. If no conditions are set, the rule will be applied to every incoming email. 

• Actions: The action is what happens when the condition is met. Actions include things like 
moving to a specified folder, categorizing the email, deleing the email, forwarding the email, 
and flagging the email. 

• Exceptions (Optional): Exceptions to the conditions prevent the rule from being applied to 
certain emails. Exceptions include things like emails from particular senders, with particular 
subjects, sent only to you, and with specific words in the email. 

RULES WIZARD 

The Rules Wizard walks you through creating simple rules based on templates. 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Click on the New Rule button. 
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3. Select the desired template and click on the Next > button. 

 
FIGURE 6-1 

4. Under Step 1, check the boxes to add additional conditions, if any. 

5. Words in blue are variables that you can change. Under Step 2, click on the variables to change 
them. 

 
FIGURE 6-2 

6. Click on the Next > button. 

7. Under Step 1, check the box(es) next any additional action(s), if any. 

8. Words in blue are variables that you can change. Under Step 2, click on the variables to change 
them. 

9. Click on the Next > button. 

10. Under Step 1, check the box(es) next the desired exception(s), if any. 

11. Words in blue are variables that you can change.Under Step 2, click on the variables to change 
them. 

12. Click on the Next > button. 



 CHAPTER 6 
 

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS  Page 38 

13. Name the rule. 

14. Optionally, to apply the rule to all emails in your inbox, under Step 2, check the box for Run this 
rule now on messages already in "inbox." 

15. Click Finish. 

CREATE RULES FROM EXISTING EMAILS 

You can also create rules from existing emails. Doing so pre-populates many of the fields for you. 

Simple Rules  

The simplest rules to create use sender, subject, and/or recipient as the condition and move the email 
into a specified folder or create an alert as the action. 

1. Find an email that meets your conditions. 

2. Right-click on the email and select Rules  Create Rule… 

3. The Create Rule dialog will pre-populate with information from the email, including the sender, 
the subject, and the recipients. Check the box next to the desired condition(s). 

4. Check the box next the desired action(s). 

5. Click OK. 

 
FIGURE 6-3 

More Complex Rules  

You can create more complex rules from existing emails, you just need to use the advanced options. 

6. Find an email that meets your conditions. 

7. Right-click on the email and select Rules  Create Rule… 

8. Click on the Advanced Options… button. 

9. Under Step 1, check the box(es) next the desired condition(s). 
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10. Words in blue are variables that you can change. Some of these variables will be pre-populated 
from the email you selected. Under Step 2, click on the variables to change them. 

 
FIGURE 6-4 

11. Click on the Next > button. 

12. Under Step 1, check the box(es) next the desired action(s). 

13. Words in blue are variables that you can change. Some of these variables will be pre-populated 
from the email you selected. Under Step 2, click on the variables to change them. 

14. Click on the Next > button. 

15. Under Step 1, check the box(es) next the desired exception(s), if any. 

16. Words in blue are variables that you can change. Some of these variables will be pre-populated 
from the email you selected. Under Step 2, click on the variables to change them. 

17. Click on the Next > button. 

18. Name the rule. 

19. Optionally, to apply the rule to all emails in your inbox, under Step 2, check the box for Run this 
rule now on messages already in "inbox." 

20. Click Finish. 

EXAMPLE RULES 

Delay Send Email by One Minute  

Instructions to set up a rule to delay sending mail by one minute (in case you change your mind): 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Click the New Rule button. 

3. Select Apply rule on messages I send and click Next. 
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FIGURE 6-5 

4. On the next screen ("which conditions do you want to check"), don't check anything (you want 
this rule to apply to every email you send) and click the Next button at the bottom. You'll see the 
following dialog (click Yes): 

 
FIGURE 6-6 

5. In the next screen, check defer delivery by a number of minutes, and then click the hyperlink for 
a number of at the bottom of the screen and enter the number of minutes you want to delay your 
email. Click OK. 
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FIGURE 6-7 

6. Click Next and add any exceptions (for people you don't want to delay email to). 

7. Click Next, name your rule "Delay" (or anything else you want to name it) and click Finish. 

Keep Track of Delegated Email  

Many people forward email to others to deal with but have a difficult time remembering what they 
delegated for follow up purposes. Here's a rule that will help. 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Click the New Rule button. 

3. Select Apply rule on messages I receive and click Next. 
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FIGURE 6-8 

4. Under "Which conditions do you want to check?," check BOTH from people or public group and 
where my name is in the CC box. At the bottom of the dialog, click the hyperlink for people or 
public group and add your email address. We're basically creating a rule that will look for emails 
from you and copied to you. Click Next. 

 
FIGURE 6-9 

5. Under "What do you want to do with the message?" choose move it to the specified folder. Make 
the specified folder your Delegated Mail folder. Click Next and add any exceptions. Click Next, 
name it and click Finish. 



 CHAPTER 6 
 

MICROSOFT OUTLOOK FOR LEGAL PROFESSIONALS  Page 43 

 
FIGURE 6-10 

MANAGE RULES 

Turn Off Rules  

Turn rules off by un-checking them in the Rules and Alerts dialog. 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Uncheck the boxes next to any rules you want to turn off. 

Reorder Rules  

Rules are processed in the order in which they are listed in the Rules and Alerts dialog. The order may 
make a difference if more than one rule applies to an incoming email. 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Use the up and down arrows to reorder the rules. 

 
FIGURE 6-11 
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Stop Processing Rules  

Sometimes, when a condition is met and a rule is applied, you want to stop processing other rules. Stop 
processing rules is an action that can be added to any rule. See below for instructions on how to edit any 
existing rules. 

Edit Existing Rules  

You can edit any existing rules through the Rules and Alerts dialog. 

1. On the Home ribbon, click on the Rules button and select Manage Rules & Alerts. 

2. Click on Change Rule. 

3. Select Edit Rule Settings… 

 
FIGURE 6-12 
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