
Folders and Rules 
 
One way to organize your inbox is by creating folders for common people and groups that send you e-mails. 
Once you have a folder, you can create a rule that sends all emails from that person or group to the folder that 
you’ve created from them.  You can make this rule also send all past emails sent from that person or group to 
populate the folder.   
 
One advantage to doing this is that you can easily triage your inbox. You can easily identify and move first to 
people have important issues that you want to get to immediately. You also have a folder full of past emails 
from that person or group to you.  

 
Folders and rules are particularly great for email listervs. If you belong to professional email lists that discuss 
your particular part of the higher education ecosystem, you can use folders and rules to segregate these 
emails in one place so that they don’t clutter up your inbox. 
 

1. I’m going to make a folder and a rule for Larry Truax, one of the BSP Instructors. Note that I haven’t 
read his latest message. I’ll get to it in a minute, Larry, but first, you’ll be our example.  

 

 
 

 
2. Right click on the inbox line. On the menu that populates, click on New Folder 

 

 



3. A space appears and fill it in with the name of the person or group that you’re making a folder for. Larry, 
this one is you. We’ll add his name to the box to make the folder Larry Truax.  

 
 

 
 
 

4. This will flow alphabetically down your list. You can create folders and subfolders, too. We’ll move Larry 
up into my Faculty subfolder so I know where his messages are. You can click on the folder to drag and 
drop it in your list of folders.  

 
 
 

 
 
 
 
 
 



5. We’ll move the Folder to the place that I want it.  
 

 
 

6. So we’ve made the folder. Now let’s make the rule that will send new messages – and old ones – into 
this folder in Outlook.  

 
I’ll right click on the message from the person or group that you are making the folder for – in this case, 
Larry - and this long menu appears. Go to Rules and the Create Rule.  

 
 

 



7. On the dialog box that appears, we want to make sure that the check marks are on the correct person 
or group that it is from (in this case, Larry) and at the bottom of the dialog box, you’ll see Move the 
Item to Folder and then in the box is the name of a folder.  
 
If that box does not show the correct name, click on Select Folder.  
 
We are doing it here because the name on the folder that this will move to is Andrea Glenn, not Larry 
Truax.  

 
 

 
 
 

8. Now you’ll see a dialog box with folders that have been created by you for Outlook. I’ve created many, 
yours will probably have very few. Click on the folder that you want the rule to be made for (in this case 
Larry Truax), and then click OK.  

 
 

 
 
 



9. So you should see the name next to the checked From box match the name in the Move the Item To 
box. If it does, click OK. If not, click on Select Folder and try again.  

 

 
 
 
 

10.  Here’s the final step – you’ll want to get ALL their emails in this box, so you can find them better. Make 
sure to check on the tick box next to Run this rule on the messages already in the current folder. 
This will move everything in your Inbox from this person or group into the folder.  

 
By doing this you don’t just get new emails going into the folder, but also all past emails.  

 

 
 
 
 
 
 



11.  You’ll see Larry Truax’s folder enabled, and you’ll see a blue number to signify unread messages just 
like in an inbox. If he sent me 3 unread messages, that blue 1 would be a blue 3.  

 
 

 
 

 
12.  If I click on the folder, I’ll see Larry’s emails arranged chronologically with the unread ones in the Blue 

bolded type in the list, along with the message in the activated pane to the right. If Larry had sent me 
three messages that I had not read yet, the first three e-mails arranged vertically would have blue 
bolded type.  

 
 

 
 
 
 
 
 
 
 
 



 
 

13. This is what a folder for an email listerv might look like. This is from an email list related to Open 
Educational Resources that I belong to. I search it for relevant e-mails when I need to and skip the ones 
that I can come back to when I need them.  

 
 

 
 
 

 
\ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


