
01

Settings Icon
Click 

the gear shape
icon

03

Rules
Under the Mail

settings, 
click Rules

05

Name
Type in the 

NAME 
of the rule

02

Outlook Settings
Click 

View all Outlook
settings

04

Add new Rule
Click

 + Add new rule

06

Condition
Click

down arrow and
then condition
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07

condition type
Add 

the condition
needed 

09

Action type
Add 

the action
needed 

11

save
Click 
Save

Button

08

Action
Click

down arrow and
then action

10

run rule
Click

the Run rule now
box

12

congratulations
The new

 rule has been
added

CREATING RULES IN OUTLOOK


