
 
CFD’s Tuesday Tech Tip:  
 
Organizing Files with MS Outlook 
 

Welcome  

 

 Thanks to Bill Lindstrom who suggested we address a way to direct student assignments (or 

other emails) to specific folders in MS Outlook for todayõs Tuesday Tech Tip. Thanks for the 
idea and for giving me something new to try, Bill. 

 

 By the way, be sure to watch for Linda McClenahanõs announcements in your email. She 
offers great classes on MS OutlookñI really got myself organized using Outlookõs calendar and 

task functions after taking her class! 
 

 Ben Lever sent a great idea about last weekõs topic, backing up data: òThis is kind of interesting 
- a USB flash drive that has online backup (for $30 a year). Belt AND suspenders!ó [see site 

below] 
http://www.sandisk.com/Corporate/PressRoom/PressReleases/PressRelease.aspx?ID=4064 

 
(Note the text box to the right. I am crazy for words and thought some of you might be, also.  I am 

especially fond of fustian!) 
 
Sara Calhoun Davis 
Director, Center for Faculty Development 
daviss@cofc.edu 
www.cofc.edu/~cfd 
 
 

MS Outlook—Directing Email to Specific Folders 

 
This issue of TTT contains:  

1. Two user friendly websites for Outlook use. 
2. Suggestions for setting email ground rules for your students 

3. How to organize your email in Outlook 
4. How to direct incoming mail to specific folders in Outlook 

 

Two user-friendly guides for managing MS Outlook: 

 

The first site, http://sysdev.uncc.edu//Documentation/BasicEmail2003.pdf.pdf, deals with a basic introduction to 
Outlook for beginners. 

 
The second, http://support.mckendree.edu/Docs/Microsoft%20Outlook%20Manual.htm#_Toc57105814 has a 

plethora of easy-to-follow directions for just about anything you want to do in Outlook.  
 

Here is a list of suggestions for setting email ground rules with students adapted from the McKendree site 

plus some that I recommend based on my own experiences with student-emailed assignments.  

 

 
Marginalia  
for  
Logophiles: 
  
wordy (adj.): 
bombastic, 
circumlocutory, 
discursive,  
effusive,  
fustian, 
loquacious, 
maundering, 
pleonastic, 
prolegomenous, 
prolix 

http://www.sandisk.com/Corporate/PressRoom/PressReleases/PressRelease.aspx?ID=4064
mailto:daviss@cofc.edu
http://www.cofc.edu/~cfd
http://sysdev.uncc.edu/Documentation/BasicEmail2003.pdf.pdf
http://support.mckendree.edu/Docs/Microsoft%20Outlook%20Manual.htm#_Toc57105814


1. Tell students how often and when you check emailñand when you donõt, such as on 

weekends and holidays. 
2. Let students know how long before they should expect your response.  

3. Remind students to get in the habit of adding an attachment and completing the 
SUBJECT line before filling in the TO line; this prevents receiving several emails from 

one student without and then with an attachment, or an email minus the attachment. 
4. Let students know the consequences of sending an email without an attached 

assignment, if attachments are your preference for receiving student work. Will you 
responsible for letting students know the attachment was not attached?  

5. What if their attachment does not open? Let students know the specific programs they 
must use in order for you to be able to open attachments. What is the penalty for not 

following your directions? Remember that OpenOffice is the free MSOffice clone, just 
in case students canõt afford a program you normally use. 

6. If students send homework and other assignments through email, let students know the 
exact time they are due to you. What is your policy for late work? 

7. Require students to use specific subject headings: this is the key to organizing 
these messages into the correct folders and keeping your Inbox clear. For 

instance, students can put òhomeworkó or òanalytical paperó on the subject line. 
8. Review netiquette guidelines for email to you and others. 

9. Before requiring students to email assignments, be sure everyone is familiar with the 
format you desire: do you want work within the email message or added as an 

attachment? Short assignments can be included in the email itself. In this way, you can 
provide feedback directly in the studentõs email itself and then reply. 

 

Organizing your email in Outlook. 

 
1. Open the Inbox folder. (For some options you will need to have messages in the Inbox.)  

2. Click Organize on the Standard toolbar, or, on the Tools menu, click Organize. The 
Ways to Organize Inbox dialog box opens at the top of the message pane.  

3. Four options are available on the left side of the dialog box: Using Folders, Using 
Colors, Using Views, and Junk E-mail. You can do any of the following:  

 Click Using Folders to create new folders, open the Rules Wizard, and move 
messages to other folders. You can easily create a rule to move messages from a certain 
sender into another folder upon delivery.  

 Click Using Colors to color code messages by sender.  

 Click Using Views to select how you see messages in your Inbox.  

 Click Junk E-mail to color code junk and adult content messages, or have them sent 
directly to Deleted Items or another folder. You can also add senders to the junk or adult 
content filters.  

4. When you are finished, click the X in the upper right corner of the box to close the dialog 
box.  

 
You can also organize messages that have already been moved to other folders by opening 

that folder and then clicking Organize. 
 

Finally, hereõs the response to Bill Lindstromõs idea. These are the directions from the McKendree website for 

automatically sending emails with specific subject lines into specific folders.  
 

Using the Rules Wizard 
 

A rule is a set of conditions and actions for processing and organizing your e-mail 
messages. Conditions identify messages for processing, and actions determine what kind of 



processing is performed. For example, you can define a rule that tells Outlook XP to 

forward all messages sent to you from students in Biology 101 section 3 to your lab 
assistants, or create a rule that tells Outlook XP to put all message with "Homework" in 

the subject field into a certain folder in your Personal Folders list. 
 

If you receive a large volume of mail from several different groups (personal mail, mail 
from students, mail from colleagues, even junk mail) you can use the Outlook Rules 

Wizard to create your own rules to manage your messages automatically. Here are some 
examples of rules you can create:  

 
 Assign categories to messages based on their contents.  

 Set up a notification, such as a message or a sound, when important messages arrive.  
 Move messages to a particular folder based on who sent them.  

 Delete messages in a conversation.  
 Flag messages from a particular person.  

 Assign categories to your sent messages based on their contents.  
 Delay delivery of messages by a specified amount of time.  

 Redirect an e-mail message to a person or distribution list.  
 Automatically reply to a certain type of message with a specific message you create.  

 
Create a Rule 

 
1. Open Outlook XP and click the Inbox folder to display its contents.  

2. On the Tools menu, click Rules Wizard. The Rules Wizard dialog box opens.  
3. Click New. The Rules Wizard displays a list of the different types of rules you can create 

along with a description of the rule in the Rule description box.  
4. Select the type of rule you want to create and click Next.  

5. Select the conditions for the rule as directed by the Rules Wizard by clicking on the 
underlined set of words and typing in your content and then click Next.  

6. Specify the action for the rule as directed by the Rules Wizard by clicking on the underlined 
set of words and typing in your content  or selecting the appropriate area and then click 

Next.  
7. Specify any exceptions to the rule as directed by the Rules Wizard by clicking on the 

underlined set of words and typing in your content or selecting the appropriate area and 
then click Next.  

8. Specify a name for the rule and then select the Turn on this rule check box to activate it.  
9. Click Finish. The rule is added to the Rules Wizard list.  

 
There are three ways to control how rules are applied in the Rules Wizard:  

 
 When you create a rule, you specify whether the rule is applied when the message 

arrives in the Inbox or when you send a message. You set these options for each rule.  
 After you create multiple rules, you can move them up or down in the list in the Rules 

Wizard to change the order in which they are applied. Rules are applied in the order 
they appear in the list. Rules marked "client only" are applied after all other rules.  

 You can specify whether the rule runs automatically or manually. This is useful when 
you want to apply rules manually to messages already delivered to the Inbox.  

 
Good teaching, 

 

Sara 


