Checking Email Rules

In the upper right hand corner of your email click on the gear as shown below:
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Checking Email Rules

This will cause the below to appear, click on “View all Outlook settings”
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Checking Email Rules

On the next page click on Rules. If there are any rules there that you did not create please take a screen
shot and notify the tech department.
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You can create rules that tell Outlook how to handle incoming email messages. You ch
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ule will take, Rules will run in the order shown in the list below, starting with the rule at the top.
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