[Not for Circulation]

Managing your Inbox by Setting Rules

This document provides instructions for creating rules to help manage your e-mail messages in
Microsoft Outlook 2007.

How Rules Help You Manage Your Inbox

A rule is an action that Outlook takes automatically on an arriving or sent message that meets
the conditions that you specify. You can choose many conditions and actions by using the
Rules and Alerts Wizard. Rules do not operate on messages that have been read, only on those

that are unread.

Rules fall into one of two general categories: organization and notification. The Rules and Alerts
Wizard contains templates for the most commonly used rules.

Stay organized These are rules that help you file and follow up on messages. For
example, you can create a rule for messages from a specific sender, such as Bobby
Moore, with the word "sales" in the Subject line, to be flagged for follow-up, categorized
as Sales, and moved to a folder called Bobby's Sales.

Stay up-to-date These are rules that notify you in some way when you receive a
particular message. For example, you can create a rule that automatically sends an alert
to your mobile telephone when you receive a message from a family member.

Start from a blank rule These are rules that you create from scratch.

Creating Rules from a Template

Outlooks comes packaged with templates for creating commonly used rules.

1. To create a rule based on a template, from the Tools menu, choose Rules and Alerts.
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2. Click New Rule.

Rules and Alerts

E-mail Rules | Manage Alerts |

hange Rule = 23 Copy... JX Delete

@ Mew Rule. ..

& & RunRules Now... Options

n the order shown) Actions

Clear categories on mail {recommended)

Rule description {dlick an underlined value to edit):

apply this rule after the message arrives
assigned to any category
clear message's categories

[C]Enable rules on all RSS Feeds

3. In Step 1: Select a template, select a template from the Stay Organized or Stay Up to

4.

’ Stay Organized

‘ il Play a sound when I get messages from someone

Date collection of templates.

Rules Wizard

Sﬁn ﬁgm | ﬁmﬂiﬁ oL ﬁgm | hiﬂh e
Step 1: Select a template

from someone to a folder

{5 Move
L3 Move messages with specific words in the subject to a folder
LS Move messages sent to a distribution list to a folder
>< Delete a conversation
Y Flag messages from someone for follow-up
LS Move Microsoft Office InfoPath forms of a spedific type to a folder
[23 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
= Display mail from someone in the New Ttem Alert Window

N E Send an alert to my mobile device when I EEt messages from someone

Start from a blank rule
= Check messages when they arrive

~

X

/

=1 Check messages after sending

Cham T Edit Hha e Aocrvinbiam (elidl 2m o mdardined ushe

-1 Check messages when they arrive
{=J Check messages after sending

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives

from people or distribution list
move it to the specified folder

Example: Move mail from my manager to my High Importance folder

—

MNext = ][ Finish

Cancel
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Under Step 2: Edit the rule description, click an underlined value. For example, if you
click the people or distribution list link, the Address Book opens. Then click Next.

i Check messages when they arrive
=1 Check messages after sending

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after mg\ message arrives

fromihaund, Munindra;
and on this machine anly

move it to the Munindra folder

Example: Move mail from my manager to my High Importance folder

Next > | [ Finish

Cancel < Back




[Not for Circulation]

5. Under Step 1: Select condition(s), select the conditions that you want the messages to
meet for the rule to apply.
Rules Wizard f'>__<|

Which condition{s) do you want to check?
Step 1: Select condition(s)

people or distribution list

th spedific words in the subject

[[] through the spedified account

[] sent only to me

[ where my name is in the To box

[] marked as importance

[[] marked as sensitivity

["] fiagged for 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

[] with specific words in the body

[] with specific words in the subject or body
[] with specific words in the message header
[] with specific words in the recipient's address
[ with specific words in the sender's address v

6. Under Step 2: Edit the rule description, click an underlined value if you did not do so in
Step 4, and then click Next.

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives
from khaund, Munindra
and on this machine only
maove it to the Munindra folder

[ Cancel ][ < Back H Mext = ][ Finish ]

7. Under Step 1: Select action(s), select the action that you want the rule to take when the
specified conditions are met.
Rules Wizard f'5__<|

What do you want to do with the message?
Step 1: Select action(s)

move it to the specified folder ~
[] assign it to the category category

[7] delete it

[7] permanently delete it

[] move a copy to the specdfied folder

[] forward it to people or distribution list

[] forward it to people or distribution list as an attachment
[] redirect it to people or distribution list

[] have server reply using a specific message

[ reply using 2 specific template

[[] flag message for follow up at this time

[7] dear the Message Flag

["] clear message's categories

[] mark it as importance =
[ print it

[ play a sound

[] start application

[] mark it as read A

8. Under Step 2: Edit the rule description, click an underlined value if you have not done
so already, and then click Next.

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives
from Khaund, Munindra
and on this machine only
move it to the Munindra folder

[ Cancel ][ < Back “ Next = ][ Finish
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9. Under Step 1: Select exception(s), select any exceptions to the rule, and then click Next.
Rules Wizard &|

Are there any exceptions?

Step 1: Select exgeption(s) {if necessary)

[] exceptifit is flagged for action

[] except where my name is in the Cc box

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

[[] except where my name is not in the To box

[] except if sent to people or distribution list

[] except if the body contains specific words

[[] exceptif the subject or body contains specific words
[] exceptif the message header contains spedific words
[] except with specific words in the recipient's address
[] except with specific words in the sender's address
[] except if assigned to category category

[[] except if assigned to any category

ceptif it is an Out of Office message

[[] exceptifit has an attachment

[] except with a size in a specific range

[] exceptif received in a specific date span

[] exceptif it uses the form name form

[[] except with selected properties of documents or forms

|[¥

£

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
from Khaund, Munindra
and on this machine only
move it to the Munindra folder
except if itis an Out of Office message

[ Cancel ][ < Back ” Next > I[ Finish ]

10. To finish creating the rule, enter a name for the rule, and then select any other options
that you want. Click Finish.

Rules Wizard [g|

Finish rule setup.

Step 1: Specify a name for this rule
Khaund, Munindra

Step 2: Setup rule options

[w]Run this rule now on messages already in “Inbox

Turn on this rule

Step 3: Review rule description {click an underlined value to edit)

Apply this rule after the message arrives
from khaund, Munindra
and on this machine only
move it to the Munindra folder
except if itis an Out of Office message

Creating Rules from Scratch

You can create a rule by choosing your own conditions, actions, and exceptions.
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1. To create a rule from scratch, from the Tools menu, choose Rules and Alerts.
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2. Click New Rule.

Recover Deleted Items...

E-mail Rules ge Alerts

[5NewRule... fhange Rule - 3 Copy... X Delete | # % RunRulesNow... Options

Rule (applied in the order shown) Actions
Clear categories on mail {recommended) "

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
assigned to any category
dlear message's categories

[JEnable rules on all RSS Feeds

3. Under Start from a blank rule, select either Check messages when they arrive or Check
messages after sending, and then click Next.

Rules Wizard [‘5_<|

Start from a template or from a blank rule
Step 1: Selecta template
Stay Organized
L3 Move messages from someone to 3 folder
LS Move messages with specific words in the subject to a folder
LS Move messages sent to a distribution list to a folder
>< Delete a conversation
Y Flag meszages from someone for follow-up
{3 Move Microsoft Office InfoPath forms of a spedific type to a folder
L3 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
Wl Play a sound when I get messages from someone
e e T
Start from a blank rule
| Check messages when they arrive
=1 Check messages after sending

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives
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4. Under Step 1: Select condition(s), select the conditions that you want the messages to
meet for the rule to apply.

Rules Wizard E|

Which condition(s) do you want to check?
Step 1: Select condition(s)

[] with specific words in the subject or body -~
[] with specific words in the message header

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

[ ] assigned to cateqory category

[] assigned to any category

[] which is an Out of Office message

[] which has an attachment

[] with a size in a spedific range

[] received in & specific date span

[] uses the form name form

[] with selected properties of documents or forms
[ ] sender is in specified Address Book

which is 8 meeting invitation or update

["] from RSS Feeds with spedified text in the title
[] from any RSS Feed

[] of the specific form type

[] on this machine only e
Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
which is 8 meeting invitation or update
[ Cancel ] [ < Back ” Mext > I [ Finish l

5. Under Step 2: Edit the rule description, click an underlined value if applicable, and
then click Next.

6. Under Step 1: Select action(s), select the action that you want the rule to take when the
specified conditions are met.

Rules Wizard rz|

What do you want to do with the message?

Step 1: Select action(s)

[ move it to the specified folder

[] assign it to the cateqory category

[] delete it

[] permanently delete it

[ ] move a copy to the specified folder

forward it to people or distribution list

[] forward it to people or distribution list as an attachment
[] redirect it to people or distribution list

[] have server reply using 2 specific message

[] reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] dlear message's catzgories

[] mark it as importance =
[] printit

[] play a sound

[] start application

[] mark it as read b

>

7. Under Step 2: Edit the rule description, click an underlined value if you have not done
so already, and then click Next.

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives

which is @ meeting inyitation or update

forward it toiGuy, Theresa Al

Cancel | [ <Bock | Mextz | [ Aiish
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8. Under Step 1: Select exception(s), select any exceptions to the rule, and then click Next.

Are there any exceptions?
Step 1: Select exception(s) {if necessary)

[ieey om people ot distrbubon st e 7
[] 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

[] except if it is marked as sensitivity

[[] 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 Cc box

[] except where my name is not in the To box —
[] except if sent to people or distribution list

[] except if the body contains specific words

[] except if the subject or body contains specific words

[] except if the message header contains spedfic words

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

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

[] except if assigned to category category il

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives

which is a meeting invitation or update

forward it to Guy, Theresa A

[ Cancel ][ < Back ” Next > ][ Finish ]

9. To finish creating the rule, enter a name for the rule, and then select any other options
that you want. Click Finish.

Rules Wizard g|

Finish rule setup.

Step 1: Specify a name for this rule
Calendar Updates to Terry

Step 2: Setup rule options
[[]Run this rule now on messages already in “Inbox™

Turn on this rule

Step 3: Review rule description {dick an underlined value to edit)

Apply this rule after the message arrives
which is a meeting invitation or update
forward it to Guy, Theresa A

Managing Rules (turning on and off, deleting, copying)

Rules can be deleted, copied, edited, or turned off.
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1. From the Tools menu, choose Rules and Alerts.
(~ Inbox - Microsoft Outlook
File Edit View Go m Actions Help Adobe PDF
B New - i@ 2 X send/Receive »

Instant Search »

Mail

Favorite Folders

4 Address Book. Ctri+5Shift+B

Areani
5 Inbox 2 e
4 Unread Mail [ .i} Rules and Alerts... ]
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2. Use the dialog box to manage your rules.
Rules and Alerts E|§|

E-mail Rules | Manage Alerts

li‘}ﬂew Rule... Change Rule = 53 Copy... )( Delete &+ & RunRulesMNow... Options

Rule (applied in the order shawn) Actions
Khaund, Munindra (dient-only) (A5
Clear categories on mail (recommended) }‘(“

Rule description (dick an underlined value to edit):
Apply this rule after the message arrives
from khaund, Munindra
and on this machine only
move it to the Munindra folder

[]Enable rules on all RSS Feeds

To delete a rule, select it and click the Delete button.

To edit a rule, select it and click the Change Rule button.
To turn off a rule, uncheck the box directly to the left of the rule name.

an oo

To create a similar rule, select it and click the Copy button.

Special Note about Outlook at UIS

1. Each employee or student's mailbox is allotted 250 MB of e-mail storage space. Once that
limit is reached, no e-mail can be sent or received until the mailbox is back under the 250
MB limit.

2. To assist you in staying within your space allotment, personal folders can be created.
Messages stored in personal folders do not count towards your 250 MB.

a. You may want to create rules that move messages to specific personal folders to
assist in managing your mailbox size.

b. Keep in mind that the contents of personal folders cannot be accessed through
Webmail.
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