
Clutter for Outlook / Outlook Web App (OWA)
How to use Clutter to sort low priority mail 

(and how to disable it)

What is Clutter?
Clutter analyzes your emails, and based on your behavior, determines the messages 
that you are most likely to ignore.  It then moves those messages to the Clutter folder 
for later review.

You can help the program learn your preferences quicker by right clicking any low 
priority message in your Inbox and choosing Move to Clutter or by dragging the email 
from your Inbox into the Clutter folder.

*Note:
Moving an email in or out of the Clutter folder, from any device, is enough to give the
signal to the Clutter system that an item is Clutter or not.
Actions are recorded in the Clutter system on all mail apps.
There is no need to do this individually in each device / app you use.

If you see a message that was sent to Clutter by mistake, right click the 
message and select Move to Inbox or drag the email from Clutter into 
your Inbox folder.  



Turning Clutter on of off
Outlook / Outlook Web App (OWA) 

In Outlook 2016 right-click the Clutter folder and choose Manage Clutter.

You'll be directed to Outlook Web App to manage your Clutter options.  Clutter is turned 
on and off via the Outlook Web App

After signing into the Outlook Web App, at the top left corner of the page, select the 
App launcher icon, and then select Mail

On the top right corner of the page go to Settings > Options > Mail > Automatic 
processing > Clutter.

Choose Separate items identified as Clutter to use the service or Don't separate items 
identified as Clutter to turn the service off, being sure to save your changes before 
you exit.

*Note:  The Clutter folder will remain in Outlook after the feature is turned off.  If you do
not want the folder listed under your Mailbox, be sure to move any emails in the Clutter
folder as needed and right click the Clutter folder and choose Delete Folder. 
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