
Deleting mass e-mail



•Delete 
several 
messages at 
one time

•To make it 
easier, sort 
by subject



•Highlight all 
the 
messages to 
delete

•Right click 
on the 
highlighted 
items and 
select Delete

•This moves 
all the 
messages to 
the Deleted 
Items.  To 
permanently 
delete, 
highlight the 
messages 
and delete 
again.



Creating a rule to filter 
bad e-mail



•To create a 
rule go to 
Tools | Rules 
and Alerts



•Click on New 
Rule



•There are 
several 
options you 
may do.  This 
example is 
moving 
messages 
with specific 
words in the 
subject to a 
folder

•Click Next



•Again, there 
are several 
options.  This 
example will 
look for 
words in the 
subject line of 
the e-mail

•Click on the 
“specific 
words” link to 
enter in your 
text



•Type in the 
text you want 
Outlook to 
filter on.



•The text I 
entered was 
the same as 
in the subject 
line of 
suspicious e-
mail

•Click Add



•You may 
add another 
subject line to 
filter on

•Again, click 
Add



•You have 
options here 
on what you 
want to do 
with the e-
mail once a 
match is 
made.  In this 
example, the 
action is to 
send the 
message to 
the Deleted 
Items folder

•Click Next



•This screen 
allows for 
exceptions to 
the rule if you 
desire.  This 
example has 
chosen none

•Click Next



•You are 
almost done.  
Make up a 
name for the 
rule you have 
created.  This 
example is 
named 
“delete bad e-
mail

•Click Finish



Editing a rule



•To edit a rule 
go to Tools | 
Rules and 
Alerts



•Click on 
Change Rule



•Highlight the 
rule the edit.  
In this 
example the 
rule is named 
“delete bad e-
mail”



•Click on Edit 
Rule Settings



•There is a 
new subject 
line I want to 
add to my 
rule.

•Click on the 
link where the 
current text is



•I am adding 
the subject 
line that I 
want filtered

•click Add



•You may 
change other 
options by 
clicking Next 
(same 
options as 
when the rule 
was created) 
or if done 
click Finish.

•Click Apply 
and OK


