Creating Outlook Rules to Organize Spam Tagged as “Bulk Mail”

1. To help “group” all of your spam tagged as “bulk mail” you might want to create a folder called
Bulk Mail. To create a new folder simply right click on the Inbox and choose New Folder. Enter Bulk
Mail or any other desired name for the folder. Click OK. The newly created folder now appears in
your folder list.

= Name:
= Cpen [Bulk il
Open in Mew Window
? - Folder cont%s:
|Mai| and Post Items j

Advanced Find. .. Select where to place the folder:

= @ Mailbax - Steed, Lisa e
: . . + - Calendar i
1 Copy "Inbox"... - Contacks Folder Lisk
(3 Deleted Ttems — _
& Drafts @ Cutook Today - |
E %Inbox + % Calendar
Journal
) ewFolder... @ Jurk Emai + 2 Contacts
Notes {3 Deleted Item
Add to Outlook Bar & outbox
w102\ Prcketieor v ‘-:ﬂ Drafts
Mark All as Read = @ Inboe

Ok | Cancel
Properties @ Bulk, Mail

2. Now that you have created a specific folder for your incoming bulk mail you can now create an
Outlook rule to have all mail that is tagged as “bulk mail” deliver straight to this folder. Email tagged
as bulk mail will bypass your Inbox. Select the Tools menu and choose Rules Wizard. The default
option of “Start creating a rule from a template” is chosen for you. Select the third option, “Move
messages based on content.” This option will deliver tagged spam to your bulk mail folder. Click on
the “specific words” link in the bottom window. Here you will enter the words “bulk mail.” Click the
Add button and then click OK. Next, click on the “specified” folder link and choose your bulk mail
folder. Click OK.

Tools | Actions  Help

Send/Receive »
Send[Receive Settings »
[EEl Address Book...  ChrH-Shift+B emplate
s FAnd Chrl4+E
advanced Find...  ChrShift+F
Find Public Folder. .. e\ete & conversation Rules Wizard @E|
) Flag messages from someone
s A e et Chaose a o
e ~ e [ oo ieed, sa A [
Out of Office Assistant. .. +- % Calendar
Maibox Cleanup i g E:{;Eitems ﬁ
(3 Empty "Deleted Items" Falder Rule description {click on an underlined value to edit ity & Drafts Mewt .
Apply this rule after the message arives - Tnbox
, . sty et o oomm
Macro » Lyd‘\h: . - ég Curlv'e:j . %
Tooks on the Web... dmar ke & ;'T:’ssu': @
E-mail Arcounts... B Julia
Customize... G Mark
e @) Cancel et = Finsh | el B Other (62) >




3. Now you will have many choices for exceptions. If none are desired continue by clicking Next.
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4. Name the rule and then click the Finish button. All rules are now visible in the the window. You
may choose the “Run Now” button once you have complete the rules wizard setup. If the rule is

successfully setup then you should see all emails that were tagged as “bulk mail” move into the Bulk
Mail folder.
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5. If you receive email that is tagged as “bulk mail,” but is not actually bulk mail please forward that
email onto spam@baylor.edu so that we can make exceptions for you. If you have any further
questions please contact the Help Desk x4357, Lisa Steed x4144, or Rob Branham x7622.




