
Buried by your Outlook Inbox?

Categories and Rules help you come 
out on top

For Outlook 2007 or greater. Revised February 2013
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Situation

● We all receive dozens of messages each day, often taking 
precious time to triage and sort the messages before taking 
action to respond.

● Below is a technique that I’ve found helpful to train 
Outlook to perform the most routine tasks and use my time 
for more value-adding work.

1. Create categories into which the majority of your new messages 

can be sorted.

2. Create a search folder to view categorized messages in one 

place.

3. Create rules to sort incoming messages into your folders.

● This process should take less than 10 minutes to complete
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1. Create Categories

1. Right click on this 
square to open the 
categories dialog

2. Select “All Categories” to 
rename existing categories 

or create your own

Examples of renamed 
categories

Launch Outlook and navigate to your Inbox.

For more information on Categories, try this Microsoft help page:
http://office.microsoft.com/en-in/outlook-help/create-and-assign-color-categories-HA010217901.aspx
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2. Create a Category Search Folder

2. Select “Create a Category Search folder”

1. Right click on this 
square to open the 
categories dialog 3. Click “choose” then check the boxes for 

the categories you want to appear in the 
search folder. Click “OK” twice.

4. Rename the search folder (optional), 
which will appear in the Favorite Folders 
section of the Navigation Pane. Category 

sections can expand/collapse
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3. Create rules to sort incoming 
messages into your folders

In the Tools menu, click “Rules and Alerts”

1. Create a new rule

2. Start from this blank rule 
and follow the wizard

3. Example of “Action 
Required” Rule4. Example of “Read and 

Respond” Rule

5. When finished, re-order 
dependent rules and ensure the 

automatic “clear categories” 
rule is disabled

For more information on Rules, try this Microsoft help page:
http://office.microsoft.com/en-in/outlook-help/manage-email-messages-by-using-rules-HA102749402.aspx?CTT=1
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