How to setup Rule in Outlook

1. Right click Target Email > Rules > Create Rule...
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2. Inthis example, if Subject contain “ [POSSIBLE SPAM]” then move the mails to Trash.
You can also change it to “From” or “Sent to” or combine conditions

Create Rule >

When | get email with all of the selected conditions

Subject contains | [POSSIELE SPAM]

[ ]sentto | contact w

Do the following
|:| Display in the New [tem Alert window

|:| Play a selected sound: Windows Motify Em » | Browse...

Mmretheitem to folder: | Trash Select Folder...
Cancel Advanced Options...

3. After clicking OK on step 2. You can click “Run this rule now on messages already in the current
folder” This will apply the rule to your existing emails.

Success

The rule "[POSSIELE SPAM] (2] has been created.
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