Note: These instructions are for Microsoft Outlook 2013. While a few things might look differently, with
the following information you should be able to create a rule for both Outlook 2009 and 10.

1. Select an ACUA Community email that you have received in your inbox.

2. Find the ‘Rules’ dialog box in Outlook. In Outlook 2013 it is under the ‘Home’ ribbon.
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3. Select ‘Create Rule’

4. In the dialog box, you have several options to assist. Select “Sent to” and “Move the item to
folder:”.

Create Rule @

When I get e-mail with all of the selected conditions

|:| From ACUA-Info@goamp.com

|:| Subject contains | Subscription update for Academic

Sentto | imis@advsol.com |E|

Do the following

|:| Display in the MNew Item Alert window

|:|P'Iaya selected sound: Windows Motify.wa E] [E

[¥] Move the item to folder | ACUA Community [ Select Folder... ]

oK ] [ Cancel ] [Ad\ranced Dptions...]

5. Next, click ‘Select Folder...”

6. |create a new folder in my inbox called ‘ACUA Community’. Create and select this folder, or
whichever folder you desire, and click ‘OK’.



7. Click ‘OK’ on the Create Rule dialog box. Assuming it is successful, the following dialog box
should appear. If you select the ‘Run this rule now...” it should move all of the current messages
to the folder you selected.

Success

The rule “imis@advsol.com™ has been created.

|:| Run this rule now on messages already in the current folder

For those using older versions or other email solutions, below is the detail view in the rule manager that
might be of assistance in creating your own ‘rule’.

Rule description [click an underlined value to edit):

'Apply this rule after the message arrives
sent to imis@advsol.com

—_— e

move it to the ACUA Community folder

e e 1

and stop processing more rules

Important Note: You do not want to establish a rule on messages sent from ACUA-Info@goamp.com. If
you create a rule using this as the criteria, all communications from ACUA Headquarters will be moved
from your inbox and you might miss important information about conferences, etc.
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