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1 Introduction  

The purpose of this document is to capture the transcript for the Advanced Mailbox 
Management Training Video in the Outlook Web App Learning Series.  The video can be 
accessed via the Portal Help Pages.  

The timings indicate the section of the video that is being referred to and its length.  To move 
to a particular section within this module, move the timer on the video to the time detailed in 
this document.  

 

2 Transcript  

This section covers the transcript of the Advanced Mailbox Management module.  

 

2.1 Objectives (00:00-00:21) 

This is the Advanced Mailbox Management module.  Upon completion of this module you will 
be able to set up rules to manage your inbox and set up and use shared folders with 
colleagues. 

 

2.2 Rules to Manage Email (00:22-03:26) 

There are various rules you can set in order to automatically manage your emails. For 
example, moving an email from a specified person straight to a nominated folder as it comes 
into your email account, or deleting any emails automatically when they contain a specific 
word.  

To create a rule click the settings icon at the top right of the screen and select Options from 
the drop down list.  Click organize email on the left side of the screen and inbox rules will be 
automatically displayed.  Click the plus icon at the top left of the screen and select the type 
of rule you would like to set up from the drop down list.  Type the name of your new rule into 
the text box.  It is advisable to make the name descriptive so that it is easy to identify when 
multiple rules have been set up.   

To add the first condition, click the downward arrow under the box titled ‘When the message 
arrives and’ and select the first condition you would like to apply from the drop down list.  For 
example, if you select it was received from, you will be taken to a list of your contacts.  You 
can select one or more names by searching for them and then clicking the plus icon to the 
right of the name.  Click OK at the top left of the screen when you have finished creating the 
first condition.  

To add an action, select an option from the ‘Do the following’ drop down list.  For example, 
the first option is move the message to folder.  If you select this option, a window will appear 
on screen where you can select a folder from your inbox to move the message to.  Once you 
have selected a folder, click OK at the bottom of the window.  

To add more conditions or actions to your rule, click More options towards the bottom of the 
screen.  
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If you would like to create a rule that doesn’t apply to certain emails, you can also choose to 
add an exception here.  When you have finished creating your rule, click Save at the bottom 
of the screen.  

You can turn a rule off at any time by simply deselecting the box to the left of the rule.  To 
edit or delete a rule, click either the pen or bin icon above the rule as appropriate.  

Refer to the User Guide for specific examples, such as auto-forward and redirect. 

 

2.3 Sharing Folders (03:27-05:40) 

A shared folder is a folder of emails that more than one person has access to.  You can 
create a shared folder or someone else can share their folder with you.  

To share a folder right click on the folder that you wish to share on the left side of the inbox 
homepage.  From the drop down list select Permissions and a new window will appear.  To 
give someone permission to view a folder click the plus icon at the top left of the window.  
Enter the name into the search bar, select it and click Add.  To assign permissions to that 
person, select their name and then click on the permission list underneath the list of names.  
From the drop down list, select the level of access you would like them to have, such as 
Owner, Editor or Author.  This automatically assigns certain permissions but you can modify 
these by selecting or deselecting the appropriate boxes under Read, Write, Delete and 
Other.  When you have finished allocating permission, click OK at the bottom of the screen.  

To add a folder that someone has already shared with you, right click your name at the left 
side of the screen and select Add shared folder from the drop down list.  Type the name of 
the person who has a shared a folder with you in the search bar, select it and click Add.  
Their name will then appear on the left side of the screen with the list of shared folders.   


