How To Create a Folder/Rule for External Emails

NOTE: The following instructions are for the “New Outlook.” To view the step-by-step process for the
“Old Outlook,” click here.

Step Action

1 | Go to your Outlook inbox

2 Right Click over your name/email address within your inbox, select new folder
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3 Name folder “External Emails”
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4 | Go to the Ribbon (top section of Outlook) and select the home tab

= = Home View Help

5 Go the right and find the ellipses, select rules, and select “Manage Rules”



https://edisonintl.sharepoint.com/:b:/r/services/security/Cybersecurity/2021%20Cyber%20Portal%20Docs/Awareness/HowtoCreateExternalFolderRule_withExceptions%20-%20OLD%20OUTLOOK.pdf?csf=1&web=1&e=m8hGbu
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#1 — Name your rule “External Emails”
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2 Add a condition
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#2 — Add a Condition, select “subject includes” and type “(External):”
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#3 — Add an action, select “Move to” and then select the folder, “External Emails”
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Select “save”

How To Create an Exception Rule to Allow External

Emails in Your Inbox

Step

Action

Go to your Rules

Select “Add an exception”
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~  Add a condition

‘ Subject includes ‘ ‘ (External): X

Add another condition

~  Add an action
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Stop processing more rules (1)

D Run rule now

Select the exception, “Sender address includes” and type the email domain or the specific email
that you would like to receive in your inbox.




~  Add an exception (optional)

Recipient address includes d ‘ ‘ @gmailcom X X

Add another exception

Select “save”




