PALECAUAETIEE ClosingTracker.

Organize Emails in Outlook™

*These instructions are based on Outlook 2003. If you are using a different version of Outlook or Outlook Express, instructions may be different.
Additional help is available through Outlook online help.

In this example, we will use an existing email sent by a ClosingTracker system to create a rule to send all
emails from ClosingTracker to a specific email folder. When the email arrives in the inbox, it will
automatically be routed to a folder called “ClosingTracker Emails”.
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Do the Following

6. The Rules and Alerts screen will display.
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