
Rules
• Rules help to efficiently manage your mailbox.

• Rules will “move” your emails as they arrive.

• Rules runs automatically so you don’t have any manual processes once it is setup.

• Once you receive an email with specified rule; it will automatically go to the designated folder

 Creating Rules

Click Rules > Create Rules 



If you have an email highlighted at the time it will automatically fill some parts.

Click From.

You can pick other options. 

Pick the Folder to move to.

Or you can click advance options.



You have more granular options to pick from such as:  Sent to, specific words in the body, or send only to me, etc. 


