Email Rules Setup (Filter)

Open Outlook, click TOOLS on the menu bar. Click Rules Wizard and then New to open
the Rules Wizard window.

Rules Wizard Elg]

Apply changes to this Folder:

Apply rules in the Following order:

[wliMorve messages sent From John Charman ko Junk E-ma =
Junk E-mail Rule
Exception Lisk
TechRepublic
billstarms

Copy...
Modify., ..

Rename...

il

Delete

Mowe Down ‘

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives
from Jobn Charman
mowve it ko the Junk E-mail Folder

Ok | Cancel | EunNuw...] Cptions. .. ‘

Y ou can choose to create arule from atemplate or start from a blank rule. The following
steps will create arule from the blank setup.

Rules Wizard E‘ IEJ

& Skart creafing a e from.a femplate:
™ Start from a blank rule

\ Mowve ety S0es From someone
important messages arrive
Maowe messages based on content

Delete a conversation

Flag messages from someone

Assign categaries ko sent messages
Assign categories based on conkent

Maowve messages I send to someone

Stop processing all Follawing rules

Rule description {click an an underlined value ko edit it}

apply this rule after the message arrives

from people or diskribution list
rnove it ko khe specified Folder

[@ Zancel Back | Mext = | Finizh




Click the appropriate radio button

Rules Wizard

™ Skart creating a rule From a template
" Brart from a blank re:

y Zheck messages when they arrive
Check messages after sending

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives

[E Cancel I - Back | Mext = | Finizh I

Select the Condition that triggersthe rule. Double click the link in the lower dialog box
and enter the appropriate text. Inthis case, email from “The NonProfit Times” will be
automatically moved to the Junk E-mail folder.

Rules Wizard

Which condition(s} do you want to check?

[ from people or distribution lisk A
iwith spec ds in the subject

[ ] thraugh the specified account

[ senk arly bo me

[ where ey name is in the To box

[T marked as importance

[T marked as sensitivicy

[ flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[ ] where ey narme is nok in the To box

[] sent ta people or distribution list e
:1'2' b ,-" Rule description (click on an underlined walue to edit it):
! I.' Apply this rule after the message arrives
I T
- RN

[E Cancel < Back | Mext = | Finizh




Enter the text that will trigger the rule and click Add

o) h_n_alp,dask_ - Microsoft Qutlook

Bl Edt VYew Favortes Tools  Actions  Help Type & question F

New v &5 X | ¥ Gun to Al W Forwerd | [ SendReceive | ZoFind g Type & con
G| dpek o =N
Folder List x| |4 O% @ From | Subject |Received T | size. [=]
1= &5 outlook Today - [brad. anderson@vwe
- Ex rcview
BA
- §E Bookstore (1)
& Calendar
-5 Conkacts
< Drafts (1)
- §E2 Faronics (3)
B Forrest
- §E Haun _
B INBOX (507) Wihich condition(s) do you want ta check?
€23 Joumnal [ from people or distribution list ~
ct
i ;'0’;':5 Emalfe) ] through the specied account )
[ sent only tame E
&S Outbox [l where my name is in the To bax
-G QB [ marked as mportance 3
T Sent Trems ] marked as sensitivity
- Tasks (2) [] Flagged for action
@ Trash [ where my name is in the Cc bax
#1600 helpdesk ] where my name is in the To or Cc box
-89 LocalFoldrs § [[] where my name is not in the To box 1
[] sent to people or distribution list S
- G2 test.account] \ =
D test.account2 Rule description {click on an underlined valus ko edi it):

Search Text

Specify words or phrases to search for in the subject:

NonPrafit Times| Add

Search list:

| Femove
ok Cancel

< i | & E

0 Items

Rules Wizard

‘which condition(s) do wou want to check?

[ Fram people or distribukion lisk -~
h 1 th i

[ through the specified account

[ sent anly ko me

[ where mey name is in the To box |

[ marked as importance

[ ] marked as sensitivity

[ Flagged Far action

[ where my name is in the Cc box

[] where my name is in the To or Cc box

] where my name is not in the To box

[ sent to people or distribution list |

Rule description (click on an underlined walue ko edit it):

Apply this rule after the message arrives
with [T a T =egin the subject

I@ Zancel < Back et = Firizh




Select the action to be taken when the rule is triggered and in this case the folder where
the message will be sent

Rules Wizard

what do you wank bo do with the message?
miove ik ko the specified Folder

| >

[ assign it ta the cakeqory category
[ nakify me wsing a specific messane
[] delete i

[ permanently delete it

[] mowe a copy ta the specified Folder
[] Farward it ko people or distribution lisk

[] Forward it ko people or distribut, .. as an atkachment
[ reply using a specific template

[ flag message For action in a number of davs

[ dear the Message Flag

[ mark it as imporkance

|

Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives
with MonPrafit Times in the subject

move it to the EEEEEElfolder

@ Cancel < Back Mext = I Finizh J

Rules Wizard

Zhoose a folder:

—@ brad, andersoni@wwece, edy
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This window shows the subject line phrase, NonProfit Times, and the action and
destination folder when the rule is applied. Click Next to continue.

Rules Wizard @[E

‘What da waou want ko do with the message?
older
[ ] assign it to the cateqory categary

[ rokify me using a specific messane
[] delete it
[ permanently delete it
[T move a copy to the specified Folder
[] farward it ko people or distribution list
[ farward it ko people o distribut, ., as an attachment
[ reply using a specific kemplate

flag message For action in a number of days
[ clear the Message Flag
[T mark it as importance

|

|4

Rule description (click on an underlined walue to edit it):

Apply this rule after the message arrives
with BonProfit Times in the subjeck

r@_ Cancel < Back I Mext = I Finizh J

Y ou can select any exceptions you may wish to add to the rule. Click Next to continue.

Rules Wizard

add ary exceptions {if necessary);

cocep if From peo

[ ] except if the subject contains specific words
i [] excepk through the specified account
d I,l' [ ] except if sent only ta me
F ! [ except where my name is in the To box
[ except if it is marked as importance

[ except if it is marked as sensitivicy
[] except if it is flagged For action
[ except where my name is in the Cc box
[ except if my name is in the To or c box
[] except where my narme is nok in the To box
[ except if sent to people o diskribukion list e

|

) Rule description (click on an underlined walue to edit it):
x ; Apply this rule after the message arrives
with BonProfit Times in the subjeck
move it ko the Junk E-mail Folder

r@_ Cancel < Back | Mext = | Finizh




Name your rule and click finish. Your new rule will be applied. When you open the
Rules Wizard window you will see the name of the rules you have created.

Rules Wizard

Please specify a name for this rule:

[ Run this rule now on messages already in "helpdesk”,

¥ Turn on this rule
I | Create this rule-on all accounts

Rule description (click on an undetlined value to edit it);

Apply this rule after the message arrives
with BonProfit Times in the subject
mowe it to the Junk E-mail Folder

[—@_ Zancel < Back Mk ‘ Finish |




