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Route 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 forward 
a copy of all emails from ClosingTracker to a cell phone that accepts text messages.  When the email 
arrives in the inbox, it will automatically be routed to the email address at the recipient’s mobile phone. 

Tips: 

• Verify with your ClosingTracker end-user that they can receive text messages. 
• Forward a sample email to verify that they can view all the text sent – some providers limit the 

amount of text that will be displayed. 
• An example of a email address to send text messages to a mobile phone is: 

7145551212@vtext.com (this is for Verizon)  

 

1. Go to your inbox and 
locate any message sent 
by your company’s 
ClosingTracker system. 
Tip: Your company name 
should display as the 
sender. 
 

2. Right-click the message 
you want to base a rule 
on.  
 

3. Click Create Rule – the 
Create Rule screen will 
display. 
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4. Select Advanced Options… 
 

5. The Rules Wizard screen will display. 
 
 

 
 
 
 
 
 
 
 
 

6. Mark the check box that the rule will be based 
on (e.g. Sender’s Name). 
In this example, any email that comes from 
ClosingTracker sender “StreamLine Title 
Agency”.  
 

7. Click Next 
 

8. Mark the check box for: forward it to people 
or distribution list. 
 

9. Edit the information by clicking the people or 
distribution list link in Step 2. 
 

10. The Rule Address screen will display. 
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11. Enter the email address in the To -> field.  
 

12. Click OK 
 

13. Click Next 
 
 

 

 

 

 

 

  
  
  

14. Select any exceptions, if applicable. 
An example might be except if it has 
any attachments.  
 

15. Click Next  
 

 
 

 

 

16. Enter the name of the rule. 
 

17. Select Turn on this rule. 
 

18. Click Finish. 
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To Turn a Rule Off:  
 

1. Go to Tools Menu and select Rules and Alerts. 
 

2. Uncheck the box next to the rule you would like 
to turn off. 
 

3. Click OK. 


