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Creating a Rule to Sort Student Email
It is possible to create a rule in your student email account so that mail sent from your
instructors can be sorted into separate folders automatically. This can be helpful to quickly
locate emails sent by your instructors without sorting through your entire inbox.

To create such a rule, first log in to your student email account. From your inbox, select the
gear icon in the upper right corner of the page, and select the Options link from the menu that

loads:
& New | v Office 365 settings
Mail settings
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Refresh
Last week =
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In the left pane, select Inbox and sweep rules:

Shortcuts [nbox rules
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Junk email reporting
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In the Inbox rules menu, select the + sign to begin adding a new rule:

Inbox rules

Choose how emai e handled. Rules will be applied in the order shown. If you
don't wan o run, you can turn it off or delete it
On Mame
Add a descriptive Name for the rule:

New inbox rule

Mame

Sort emails from 5CL class

In the When the message arrives, and it matches all of these conditions dropdown
menu, select It was sent or received and then Received from...

When the message arrives, and it ratches all of these conditions

Select cne.. -
Select one...
It was sent or received > Received from...
It includes these words > Sent to...
My name is > Received through ccount...
It's marked with
It's »

Its size is within the specified range...
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This will load a search menu. In this menu, click the >> symbol:

pe

MY CONTACTS By first name T

=

Next, select Directory:

It was received from...

Search People

MY COMTACTS
LA

¥ My contacts,

4Directory

All Rooms

Type your instructor’s name in the Search Directory field and press the enter key:

It was received from...

Morgan Felty‘| p

DIRECTORY By display name
»




lL Center for
Learning and Teaching

OKLAHOMA CITY COMMUNITY COLLEGE
This will load a list containing everyone who meets your search criteria. Locate your instructor
in this list, and click the + sign next to their entry:

Morgan Felty ,D

SEARCH RESULTS
>

Felty, Morgan T.

Oklahorna City Community College

Click OK in the upper left corner of the pane:

« DK X Cancel

It was rec E Felty, Morgan T. X

Morgan Felty

SEARCH RESULTS
»

Next, in the Do all of the following menu, select highlight Move, copy, or delete and select
Move the message to folder:

Do all of the fellowing

Mowe the message to folder..

Select one...
Select one...
Mowve, copy, or delete >  + Move the message to folder...

Pin the message !

Copy the message to folder...
Mark the message > Delete the message

Forward, redirect, or send > tdoes this mean?)

- Jrwes
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This will load a list of all of the folders in your inbox.

Select folder

4  Example, Justin

b Inbox 830
Clutter 1
Drafts 1
Sent Items

b Deleted Items 1
Junk E-Mail
Motes

Cancel

If you have not already created a folder for your class you can do so in this menu. To do this,
right-click on the Inbox heading and select Create new subfolder:

Select folder

4 Example, Justin
b Inbox 0
Create new subfolder

Clutter

Drafts '
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This will load a blank field. Enter the name of the course in that field and press enter. This will
create a new folder with your course’s name. Select that folder and click OK:

Select folder

4 Example, Justin

4 Inbox

[a)
=
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Clutter 1 N

Drafts

Sent Items

Cancel

Next, click OK in the top right of the pane:

H ok X Cancel

Sort emails from 5CL class
When the message arrives, and it matches all of these conditions
[t was received from... - Felty, Morgan T.

Add condition

Do all of the following

Mowe the message to folder.. - SCL

Add action

This will create the rule. Now, any email you receive from the instructor you selected will
automatically be placed in the folder you indicated.

You can repeat the above steps to setup up sorting rules for your other courses, if desired.
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