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Steps for Configuring Rules using Outlook Web Access (OWA) 

 

Step 1: Open browser enter URL https://email.smu.edu.sg 

 

 

 

 

 

Step 2: After verifying that it is SMU’s Outlook Web Access (OWA) site, enter your SMU credentials 

 

 

 

 

 

 

https://email.smu.edu.sg/
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Step 3: Click “Options” (top right hand corner) and select “Create an Inbox Rule”. 

 

 

 

 

Step 4: In the “Create an Inbox Rule” page, click “New” 
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Step 5: In the “New Inbox Rules” page, make your selections. 

 

 

 

Step 6: There are 2 methods to filter unwanted emails:  

a. Delete the email upon receipt by sending it to ‘Delete Item’ folder OR 

b. Move to ‘Junk E-mail’ folder.  

 

The capability to review and recover these deleted emails will depend on how you configure the 

‘Delete Item’ and ‘Junk E-mail’ folders – whether these folders are emptied upon exit or manually 

by you. 

Save your rule when done. Test it. 
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Step 7: You are done! 
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Steps for Configuring Rules using Outlook Client Versions 

You may also set your email rules using outlook client (pre-installed on your laptop). Steps as follow. 

 

 

Step 1: Click on Outlook icon 

 

 

 

 

Step 2: Locate “Rules” icon in the “Home” navigation tab. Click on “Manage Rules & Alerts” 

 

 

 

 

Step 3: Click “New Rule…” in the “Rules and Alerts” page 
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Step 4: Make your selections in the “Rules Wizard” pages. Apply the rule when done. 
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You can filter by sending all unwanted emails to ‘Delete Items” or to the ‘Junk E-Mail’ folder 

   

 

And you are done! 


