Creating an Outlook Rule that moves certain emails automatically to
the deleted items folder.

In Outlook, select Rules/create new rule
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Select “Advanced Options”.
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When | get email with all of the selected conditions
[JFrom Nathan LUGENG

|:| Subject contains |Nathan LUGEMG wants to access '2019_YR11BALL_TABLE
|:| Sentto | me only

W
Do the following

|:| Display in the Mew Item Alert window

|:| Play a selected sound: Windows Motify Em » [ | Browse...

|:| Move the item to folder: | Select Folder Select Folder...

oK Car‘l Advanced Options... ’

Select “with specific words in the sender’s address”, the select “specific words”.

Rules Wizard x

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

[[] through the specified accaunt
[] sent only to me

[[] where my name is in the To box
[] marked as importance

[[] marked as sensitivity

[[] flagged for action !
[[] 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 To box

[] with specific words in the body

[] with specific words in the message header

with specific words in the sender's address

[[] assigned to any category

[[] which is an automatic reply

[[] which has an attachment

[[] with a size in a specific range A4

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

withizpecific wordsiin the sender's address

Cancel < Back

Finish




Add “sharepointonline” to the search text and select ‘add’ then “OK”.

Search Text X

Specify a word or phrase to search for in the sender's address:

sharapmnton\ind

Remove

Cancel

Select “Next”

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

App message arrives
withizsharepointonlingiin the sender's address

Cancel < Bac Finish
—————

Select “move it to the specified folder”, the ‘specified folder’.

Rules Wizard X

‘What do you want to do with the message?
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[] delete it

[[] permanently delete it
[ ] move a copy to the specified folder

[] forward it to people or public group

[7] 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 ge for follow up at this time

[7] clear the Message Flag

[7] clear message's categories

[] mark it as importance

[ print it

[ play a sound

[] mark it as read

[[] stop processing more rules v

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

Apply this rule after the message arrives
£ sender's address

Cancel < Back Finish

Select your “Deleted Items’ folder, then “OK”.
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Select “Next” twice.

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives

with sharepointonline in the sender’'s address
move it to the Deleted Items folder

Cancel

Give the rule a name, and select the options to turn on the rule and run it, then finish.

Rules Wizard *

Finish rule setup,

ame for this rule

sharepointonline

Step 2 ;

Run this rule now on messages already in “Inbox”
Turn on this rule

Create this rule ot

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
with sharepointonline inthe sender's address
move it to the Deleted Items folder

Cancel < Back Mext ,




