RULES AND ALERTS

It is possible to instruct Outlook to evaluate a message and to make a decision about what to do
with the message. Rules can be created that process messages as they arrive or as they are sent.
This can be done by checking names, word, attachments, categories, or other message conditions.
After the message has been evaluated, Outlook can automatically move the message, copy the
message, delete the message, forward the message, redirect the message, reply to the message, or
process the message in some other way. This is accomplished by using the Rules Wizard. All rules
are summarized in a list. They are differentiated by icons that indicate what they do. To create a
rule using the Rules Wizard follow the instructions in this document.

START THE RULES WIZARD
¥ Click the File Tab.

7 In Backstage View, on the Info Tab, click the Manage Rules & Alerts button (see illustration
below). Depending on the size of your monitor, it may be necessary to scroll down the page.

Rules and Alerts
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& Alerts

IUse Rules and Alerts to help organize yvour incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.

7 The Rules and Alerts dialog box will appear (see illustration below).

E-mail Rules | Manage Alerts
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Received from 'The Rapid eLearning Blog'
Sue Walberg

bounce- 13086857 @emailenfuego.net
eSchaol News

Personal (client-anky)

Clear categories on mail {recommended)
John &nderson
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Rule description (click an underlined value to edit):

Apply this rule after the message arrives

fromThe Rapid elearning Blog;

move it to the Rapid eLearning folder
and stop processing more rules

[ ]Enable rules on all messages downloaded from RSS Feeds

ok ] [ Cancel
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Click the New Rule button.

T The first page of the Rules Wizard will appear (see illustration below).
Rules Wizard ﬁ
Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
£ 7 Move messages from someane to a folder
Y Move messages with specific words in the subject to a folder
Y Move messages sent to a public group to a folder
> Flag messages from someone for follow-up
Il ¥ Move Microsoft InfoPath forrms of 3 specific type to a folder
¥ Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the New Item Alert Window
) play a sound when I get messages from somecne
B send sn slertto my mobile device when I get messages from someone
Start from a blank rule
Apply rule on messages I receive
It Bl apply rule on messages I send
Step 2! Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from people or public group
maove it to the specified folder
and stop processing more rules
||
Example: Move mail from my manager to my High Importance folder
Cancel < Back [ MNext » l | Finish |
|
7 The option Start from a template or from a blank rule will be selected.
T Take a moment to look over the types of rules that can be created from a template.
T In the Select a template list, click Move Messages from someone to a folder.
1 Click Next.
USE A TEMPLATE
This portion of the Rules and Alerts allows you to use a Wizard to create a Rule or Alert.
T In Step 1: Select a Template list, click the different options to see what each template does (see
illustration above).
T Under Stay Organized, click one of the Rules options.
T The Step 2 options will change with each of the Step 1 templates.
7 The underlined words in the description (Step 2) are values that must be specified to complete
the rule.
1 Click on the link in the Edit the rule description box.
T The dialog box pertaining to that Rule will appear.
T Once all the selections have been made, click the OK button.
T The Rule Description box should be updated to reflect the Rule specifications.
1 Click the Next button.




SPECIFY CONDITIONS
T In the Step 1: Select Conditions list, click the different check boxes to see what each condition
does (see illustration below left).

T More than one condition can be specified for each rule.
T Select any additional options that might apply to this rule.
T In the Step 2: Edit the Rule Description area; click the links to specify the conditions for the
rule.
w Click each of the underlined areas within the Step 2 box.
T A dialog box will appear where the specifics for the rule may be specified.
1 Click the Next button.
Rules Wizard ﬁl
Which condition(s) do you want to check?
© " Y Rules Wizard ﬁ
Step 1: Select condition(s)
Efrpm neo.n_le ar QUb_”C dreup. i What do you want to do with the message?
[] with specific words in the subject : gel .
[] through the specified account Step 17 Bl ARfens) i
[] sent only to me |w|istop processing mare rules | -
[ ] where my name is in the To box move it to the specified folder
[] marked as importance [[] assign it to the category category
Il ] marked as sensitivity [ delete it
I [ ] flagged for action [] permanently delete it
[ ] where my name is in the Cc box [] move a copy to the specified folder
[ ] where my narme is in the To or Cc box [l [ forward it to people or public group |
[] where my name is not in the To box I [ ] forward it to people or public group as an attachment E
l:l sent to people or public group D redirect it to people or public group
[ ] with specific words in the bady [| have server reply using a spedific message
[ with specific words in the subject or body [] reply using a specific template
[ with specific words in the message header [[] flag message for follow up at this time
| |[ ] with specific words in the recipient's address [[] dear the Message Flag
[ ] with specific words in the sender's address [] dear message's categories
| |[] assigred to category category [ mark it as importance
AN ] printit
Step 2: Edit the rule description (click an underlined value) (] play a sound
- - A ] start application A
Apply this rule after the message arrives
fram Alan Ballenberger or Brian Sunderman or David Blohrm . Edit the rule descrioti fick derfined vl
mave it to the CSS Division Business folder Step 2: Edit the rule description (click an underlined value)
and stop processing more rules Apply this rule after the message arrives
on this computer only
I\ B - maove it to the CS5 Division Business folder
Ll 1 and stop processing more rules
Cancel ] ’ < Back H Mext » l l Finish

SPECIFY ADDITIONAL CONDITIONS FOR THE RULE

This step in the wizard is used to specify what should happen to the message. A check mark will

appear in the box for the option that was specified in Step 2 of the previous window.

T In the Step 1: Select Actions list, click the different check boxes to see what each action does
(see illustration above right).

7 More than one action can be specified for each rule.

T Select any additional options that might apply to this rule.

T In Step 2: Edit the rule description; click the link to specify the criteria for the action.




7 Click the Next button.

SPECIFY EXCEPTIONS TO THE RULE

In the Select Exception(s) list, look at the different options that are available.
Click any of the options in the list of actions.

The exception will appear in the Step 2: Edit the rule description area.
Specify the criteria for the exception.

The Edit the rule description box will be updated to reflect the selection.
Click the Next button.

Rules Wizard ﬁl

R

The Exceptions window of the Rules Wizard will display (see illustration below left).

Are there any exceptions? Rules Wizard

Step 1: Select exception(s) (if necessary)

| |iexcept if from people or public group i Finish rule setup,
[ ] except if the subject contains specific words
[ ] except through the specified account
[] except if sent only to me
[] except where my name is in the To box
[ ] except if it is marked as importance on this computer only
1 [ ] except if it is marked as sensitivity
I [ except if it is flagged for action

[ ] except where my name is in the Cc box H
[ except if my name is in the To or Cc hox | Step 2: Setup rule options
[] except where my name is not in the To box I

[ ] except if sent to people or public group

Step 1: Specify a name for this rule

[ Run this rule now en messages already in “Inbox"

[] except if the body contains specific words Turn an this rule
[ ] except if the subject or hody contains spedific words _
[ ] except if the message header contains specific words Create this rule on all accounts

1| |[] except with specific words in the recipient's address
[] except with specific words in the sender's address

I t if i dt t t . . . . .
[] except if assigned to category category Al sStep 3: Review rule description (click an underlined value to edit)
Step 2: Edit the rule description (dlick an underlined value) || | Apply this rule after the message arrives

y on this computer only
maove it to the C5S Division Business folder
and stop processing more rules

Apply this rule after the message arrives

on this computer only

move it to the C35 Division Business folder
and stop processing more rules

| e | [ < e ]

L ’ Cancel ll < Back ] Mext =

FINISHING RULE SETUP
T The Final Page of the Rules Wizard will display (see illustration above right).
T Specify a name for the rule or accept the default name.

T Select the Run this rule now on messages already in “Inbox” check box if you want the rule to

run immediately.

Make sure the Turn on this rule box is selected.

Click the Finish button.

The New Rule will appear in the Rules and Alerts dialog box.
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