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Outlook enables you to organize your email as it arrives by
applying rules to file or delete messages based on such criteria
as sender, subject line, body content, etc. Using Barracuda

SEE ALSO:

Connecting to Email with Microsoft
Junk E-mail Outlook

The Junk E-mail folder is initally set up to catch only the

most obvious junk e-mail messages. You can modify Jube = e SR UE U
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Rules and Alerts 1. In the Rules & Alerts window, select New Rule.
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Step 1: Select a kemplate

2. At the top of the Rules Wizard window, select
“Start creating a rule from a template” and “Move
messages with specific words in the subject to a
folder.”
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Step 2: Edit the rule description (click an underlined valuey 3. At the bottom of the Rules Wizard window, click on
Apply this rule after the message arrives “specified words” in the rule descri ptiOI’l .

withispecific wordsin the subject
& specified Folder

Search Text gl
4. In the Search Text window type [POSSibIe Specify words or phrases to search for in the subject:
Spam] (including the brackets), then click [Possible 5pam] | [_pad er
the Add button and the OK button. Search list:
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5. Back at the bottom of the Rules Wizard window, click Step 2: Edit the rule description (click an underlined value)
on “specified” in the rule description. apply this rule after the message arrives
with [Possible Spam] in the subject
move it ba the spedfiedifolder
Rules and Alerts g|
Choose a folder: 6. Navigate to the Junk E-mail folder, select it and
3 Fedora ~ click OK.
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9. Periodically check the Junk E-mail folder to make sure 7 70k E-mai e ;3 1
legitimate (non-spam) messages are not going there. (3 Knowledge] ) =P=0
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10. Also, periodically right-click on your Junk E-Mail folder and [ Reference |@ Empt Tk Sl Fokder
select "Empty Junk E-Mail." Messages in your Junk E-Mail [ Registrar [ N
folder still count toward your quota until you empty it. [73 Sent Mave "Junk E-maif' S
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