How to file messages older than 1 day into subfolders
by date

This rule will scan your inbox once per hour (or per your specific schedule) and file messages
that are older than one day to a message folder and automatically create subfolders organized
by Year-Month.

Start by creating a new rule of type: Scan messages after a period of time in a folder

Then choose your inbox as the Source Folder, and select 1 day in the Older Than dropdown:

Auto-Mate Rule Properties
Rule Name: File Meszages Older than one day
Basics
Addresses
Conditione Rule Type: Scan messages after a period of time in & folder -
Advanced Source Folder: |\Pergenes Supportilnbox EI

Actions
Chynamic source folder - choose at runtime

Excepticns

Scheduling Include subfolders (may slow execution)

Older Than: |1 day -

Mewsr Than: |Any Age -

Rule Category: |Houzekeeping =
o | Quick Run (List rule in Toolbar/Ribbon Run list)
| Enable Rule
" Make Template Add Rule Close

Next, on the Conditions tab, select Status = Read:
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Auto-Mate Rule Properties

Rule Name: File bMezzages Older than one day

Basics
T — (@) Match all properties (AND) () Match any property (OR)
Conditions Match Type
Advanced Subject: |.|’-".II |Z|| | Enter words or phrases separated by spaces |
Actions Body: |,.’.'..]| |Z|| | Enter words or phrazes separated by spaces |
Exceptions .

“CEphion Header: |.|’-".II |Z|| | Enter words or phrazes separated by spaces |
Scheduling

. Category: |.|’-".II |Z|| | Enter categaries separated by semicalons | EI

Status:  |Read - *
[]

Importance: |An1,r

Flag: | Dan't Care |Z||
Only kems: |All ltems Bl
e o 8]
Exact match Ignore case
[ ] Message Size
At Least: |0 | kilobytes
At Most: |0 | kilobytes

f Make Template Add Rule Apply Test Rule

Then on the Actions tab, check Move To and select the root folder to file your messages. To then
create the subfolders automatically, click the Move To action options button shown by the arrow
below:
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Rule Name:

Basics
Addresses
Conditions

Advanced

Scheduling

Auto-Mate Rule Properties

File bMezzages Older than one day

Perform the following actions in seguence from top to bottom

[] Status

] Importance
[] Flag Status
[ ] Categories
[] Subject
[ ] Forward

[ Reply
[] Export s
[] Attachments

[ ] Print

[ ] Open Message
[ ] Create Task
[]Copy To

Move To

Delete

" Make Template
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On the Folder Options dialog window check: Automatically create a new folder below this

level

Then in the dropdown choose Received month year (or another date time format):
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Folder Options

Folder Create Options

Control whether folders are automatically created bazed on meszage
properties

LAutomatically create a new folder below this level

Marming Format

Select any combination of these fields that are extracted from
the message acted upon:

Recerved month pear W W

Separate fields with:

@ none ( )space ( )dash () underscore
Preview:
= 0ld Mai
eJan 2010
OK Cancel

Finally, you can adjust when and/or how often this rule runs on the scheduling tab:

4/5



Auto-Mate Rule Properties

Rule Name: File bMezzages Older than one day dm | | wp

Basics

Addresses () Automatic - based on events
Conditions

Advanced (@ Once every

Actions 1 hour -
Exceptions

Scheduling () On this day and time:

1]
4
4
4
4

i) Manually Only - from Quick Fun list

Lirnit Execution Time

Oinly run this rule durring the following times:

Maon Tue nled Thu Fri Sat Sun

4k

From: 10:04:24 A = To:  10:04:24 A

" Make Template |Ipdate Rule Apply Test Rule Close

That's it!

Some frequently used variations with this type of rule are to further qualify the conditions to
match a flag setting or category to prevent certain messages from automatically getting moved.
For example, you can set the rule to NOT move messages with a flag set.
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