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Email Archiving Set-Up
1. Message Rules (A rule whereby new emails from a specific email account
will be sent to a specific folder)
•Open Microsoft Outlook or Windows Live Mail



 
•Find “Message Rule”

•Click “New”



•Select the Conditions for your rule: “Where the To or CC line contains



people”



•Rule Description (Click on “contains people”)
◦Type in the email
◦Click “Add” then “OK”



•Select the Actions for your rule: “Move it to the specific folder”



•Rule Description (Click on “specified”)
◦Create a new folder under inbox
◦Name (For example: enquiry)
◦Click “OK”



•Test email by sending an email to the specific email
•If the email goes to the folder, the message rule is working


