TO CREATE AN EMAIL RULE IN OUTLOOK EXPRESS

1. Open Outlook Express.

2. From the Tools menu, choose Message Rules and then Mail.

3. Scroll down and click next to, “Where the To line contains people.”
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Select your Condiions and Actionsfis, then speciy the values in the Descrption.
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In the next section click next to, “Move it to the specified folder.”
5. In the bottom section click on the link for “contains people.”  A dialog box will pop up.

6. Type the email address of the account you are making this rule for.
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Click the Add button.

8. Click OK.

9. Click the next link, “specified.”
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Click on the folder you created for this account.

11. Click OK.

12. In the last section, erase the text and give the rule a name.

13. Click OK.

14. Test the rule by sending an email to that account.  When the email comes in it should automatically appear in the new folder.  You will know a new message has been placed in that folder because you will see a (1) next to the folder.
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