
 
  
 

 
 
CREATE A .cc RULE IN OUTLOOK 
 
If you receive a lot of .cc email and youÕre having difficulty managing it, this tip 
may help you. The general rule of thumb on .cc email is that it is simply for your 
information Ð no action is required of you. You should only need to read it 
however, if itÕs mixed in amongst more pressing email you can easily become 
overwhelmed with the profusion of email in your inbox.  
 
You can create a rule in Outlook that will automatically move incoming .cc email 
into a designated folder so that you can review them at a time that is convenient 
for you, rather than becoming distracted from important action-related work. 
 
Following is a step-by-step set of instructions to set up this rule. 
 
á Create a .cc folder directly under you Inbox in the Navigation Pane. Make 

sure you put a symbol of some sort in front of the name so that it stays at the 
top of your list. I used a period, but you can use what ever you prefer. 

á Select an email that youÕve been ccÕd on and open it 

á Select ÔCreate RuleÕ Ð refer to the ribbon across the top of the email to locate 
the button 

á When the dialog box opens: 

á When I get e-mail with all of the selected conditions 

á Check the last box  

á !  Move the item to folder: 

á Then browse for your .cc folder 

á Next, choose the ÔAdvanced OptionsÕ button 

á Another dialog box will open: 

á Which condition(s) do you want to check? 

á Choose 

á !  Where my name is in the cc box 

á Click Next > 

á Another dialog box opens: 

á What do you want to do with the message? 



 
  
 

 

 

á Step 1: 

á Choose 

á !  Move it to the specified folder 

á Step 2: 

á Edit the rule description (click an underlined value) 

á Click on the hyperlink specified and choose your .cc folder 

á Click Next > 

á Are there any exceptions? 

á Read and make sure there are no exceptions that you want to apply to this 
rule. 

á Step 2 of this window itemizes the conditions selected so far. 

á If youÕre good with this, then click Next > 

á Finish up by choosing one of the two options under Step 2 

á Then click Finish 
 
As with any other rules you may currently have in place, your .cc emails will no 
longer show up in your inbox. HowÕs that for simplicity? 
 
If you currently have some .cc emails in your inbox, move them into the new .cc 
folder in your Navigation Pane for reading later. 
 
Until you develop the habit of checking your .cc folder regularly, you may want to 
set a reminder for yourself either as a task or in your calendar.  
 
ItÕs the small changes that can produce big results. By setting up this rule you are 
taking a progressive step in taking control of your email inbox.  
 

 
 

Now, get on with your day! 
 
 


