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The following instructions describe how to start or stop automatically moving messages tagged as 

[SMCM-SPAM] to a folder called Junk E-Mail in Microsoft Outlook 2003.  

I f you set up a rule in Outlook Web Access (Webmail) to move messages tagged [SMCM-
SPAM], you do not need to setup a rule in Outlook 2003. 

To start filtering  

1. After launching Outlook, in the Tools menu, select Rules and Aler ts.  
2. In the Rules and Alerts pop-up, click on New Rule....  
3. In the Rules Wizard pop-up, ensure that the Start creating a rule from template radio button 

is selected.  

4. Under Step 1:, select Move messages with specific words in the subject to a folder .  

5. Under Step 2:, click on the underlined specific words.  
6. In the Search Text pop-up, type “[SMCM-SPAM]” in the first field.  

7. Click Add.  

8. Click OK .  

9. Click on the underlined word 

specified.  

10. In the new window, pop-up select 

the Junk E-mail folder.  

11. Click OK .  

12. Click Next >.  

13. In Step 1: Select condition(s), 
uncheck on this machine only.  

14. Click Next >. 

15. Click Next >. 

16. Click Next >.  

17. In Step 1: Specify a name for this 
rule, type “SPAM Folder”.  

18. In Step 2: Setup rule options, select 

Run this rule now on messages 
already in " Inbox" .  

19. Ensure that the Turn on this rule box 

is checked.  

20. Click Finish.  

21. Click OK .  
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To stop filtering  

1. In the Tools menu, select Rules and Aler ts.  
2. In the Rules Wizard pop-up, select the SPAM Folder  rule.  

3. Click X towards the top of the pop-up.  

4. Confirm you want the rule deleted in the pop-up by clicking Yes.  
5. Click OK . 


