How to set a rule in Outlook

Rules allow you to automate email activities in Outlook. The rule in this document will help you to

automatically move Identity Finder categorized emails to the DCL3 folder (PST) To establish a new

rule in Microsoft Outlook, take the following steps.

1.

Rules allow you to
automatically do
specific commands in
your inbox. In this case,
we will create a rule
that will automatically
move all IF category e-
mails to the DCL3
Emails folder every time
Outlook is opened.
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Rules in Outlook allow you to automate tasks that
are done routinely. If you set up this rule it will
automatically move any IF
the DCL3 Emails (PST) whenever Outlook is
opened. YOU ARE NOT REQUIRED TO SETUP A
RULE. YOU CAN MANUALLY MOVE FILES.

First, go to the Home
tab on Outlook. You will
see a Move group on
the right in the toolbar.
In that group, click the
Rules button and a drop
down menu will appear.
From there, click
Manage Rules & Alerts.
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How to set a rule in Outlook

3. ARules and Alerts | Rules and Alerts X1
window will pop-up. b
Click the New Rule
button.

E-mail Rules Manage Alerts

-.:,umeRule,.. Change Rule~ [ Copy.. )< Delete & w RunRules Now.. Options
Rule (applied i the order shown) Actions |~
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Rule description (click an underined value to edit)

Apply this rule after the message armives
from TR-ServiceDesk
move it to the Service Desk folder

D Enable rules on all messages downloaded from RSS Feeds

_'b There are rules created with a different version of Outlook or Outiook Web Access that are not
shown

o J1 camcer [ oo

4. Inthe Rules Wizard Inread Rules Wzard % Burrent Mailo
. AR | = ]
window, select the ]
: Start from a tempiate or from a blank rule
Move messages from ! Step 1: Select a template

E-mail Rul¢
someone to a folder "
. . [T Move messages from someone to 3 folder ]
option, then click Next.
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Move messages with specific words in the subject to a folder R 1

Move messages sent to a public group to & folder ~ 4
|’ Flag messages from someone for follow-up

Move Microsoft infoPath forms of a specific type to a folder !T E

Move RSS items from a specific RSS Feed to a folder i

Stay Up to Date i

Display mail from someone in the New item Alert Window g

' Play a sound when | get messages from someone H

@ Send an alert to my mobile device when | get messages from someone | “ v| I

L

Start from a blank rule 1
Apply rule on messages | receive 3 1

‘3 Apply rule on messages | send ]

I

‘.

Step 2 Edit the rule desaiption (dick an underlined value) ]
Apply this rule sfter the message arrives ]
from people or public group }
move it to the specified folder ]
and stop processing more rules ot I

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

Apphy !
=2 |

 Cancel i [nets ][ mosn | [aon sueor

TDLC2

It"s mot the future. It7s MmMow.

ucational Technology

A
o~ 17



How to set a rule in Outlook

In the Step 1 section of
the window, you will be
able to select the
conditions you want.
Check the Assigned to
category option and
leave all other check
boxes blank.
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Rules Wazard

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

_| where my name is in the Cc box
| where my name |s In the To or Cc box
__ where my name is not in the To box
sent to peopie or pUBIIC QrouUR

L with tpecfic words in the subject or body
with specific words in the message header
with jpecific words in the recipient's address

] !v!l[i specific words in the ’,f,"_‘d"‘ address

I

assigned to any category
__ which is an automatic reply
. which has an attachment
. with a size In 3 spe 30Q¢

] received in g specific date
__| uses the form name form

with selecied properties of documents or forms
(] sender Is in specified Address Book

Step 2 Edit the rule desaription (dick an underlined value)

Apply this rule after the message arrives
from peopls or public grou
and assigned to category category
move it to the specified folder
and stop processing more ruies

Cancel | <Back
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In Step 2, you will need
to select the category
the new rule will
handle. Press the
category link and a pop-
up will prompt you to
select a category. Be
sure to select only the
category you assigned
for DCL3 e-mails.
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Which condition(s) do you want 1o check?
Step 1: Select conditionds)

marked as |mportancs
] marked as seniitivity
_ flagged for action

where my name |5 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 pzopis or public qroup

| with specitic words in the body

] with specific words in the subject or body
L with tpeatic words in the message header
T with spectfic words in the recipient's address
L with specific words in the sender's address
¥ assigned to catzqory category

assigned to any category
7 which is an automatic reply
__ which has an attachment

with a size [n 2 specfic ranqe
] received in & specitic date span

Step 2: Edit the rule p (click an
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and stop processing more rules
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How to set a rule in Outlook

7. Againin Step 2, click the
specified link and a pop-
up will prompt you to
select the folder you
would like to move the
e-mails to. Be sure to
select the DCL3 Emails
folder. Once done, click
Next.
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Rule descl
Apply thy
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8. The window will then
ask what you want to
do with the message. It
should have both the
stop processing more
rules and move it to the
specified folder options
checked. Click Next.

Rules Wizard

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

marked as |mpor
. marked a3

where my name is In the Cc box
T where my name s in the To or Ccbox
| where my name is not in the To box
sent to pzople or public Qroup
with spedific word: in the body
(] with gpecific words in the subject or body
_ with tpecific 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
T which is an automatic reply
__ which has an attachment
with 3 stze |0 asheufic
] received in 3 sp¢
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Step 2 Edit the rule desaription (dick an underl
Apply this rule after the message arrives

value)
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Rules Wizard

What do you want 1o 0o with the message’
Step 1: Select action(s)

 Istop processing |
¥ move it to the ;

assign it to the category category
delete it

permanently delete it

move a copy to the specified folder
] forward it to peoplz or public aroup

forward R to people of public group as an attachment
redirect t to peg public group
. have server reply using 3 tpecfic message
(] reply using 3 spacific templats
| flag message for follow up at this time
clear the Message Flag
clear message s categories
T mark it as importance

_| print it
play asound
] start application v

Step 2 Edit the rule descrip (click an underli
Apply this rule after the message arrives
assigned to |F category

and on this computer only
move it to the DCLI Emails folder
and stop processing more rules

d value)
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How to set a rule in Outlook

9. The window will then
ask if there are any
exceptions. You should
leave all of the
checkboxes here blank
since you are only using
the IF category to move
DCL3 e-mails. Click
Next.
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Are there any exceptions?

| Step‘ Select exception(s) (if necessary)
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except if the subject contains 1o

_ except through the specfied attoum
except if sent only to me

] extept where my name is in the To box

_ except if it |s marked as
except if it is marked as jensitnaty
except if it s Nagged for actio

| except where my name is in in the Cc box
except if my name s in the To or Cc box

] except where my name Is not in the To box

| except if sent to people or public aroup
except if the body contains jpecific words
except if the subject or body contains jpe

1 except if the message header contains specfic

| except with specific words in the recipient’s address
except with specific wards in the sender's address

mportance

| except if assigned to category category v

Step 2 Edit the rule desaription (dick an underlined value)

Apply this rule after the message arrives
assigned to |F category

and on this computer only
move it to the DCLI Emalls folder

and stop processing more rules

Cancel Finish

< Back [K]

T

not

H
|
I
|
|
|
|
|
|
|
|
|
|
Apphy |
)

Mon 5/4201

10. Finally, you will be
prompted to enter a
name for this rule.
Make sure to check
Turn on this rule. If you
already have gone
through with Identity
Finder and categorized
DCL3 data containing e-
mails, you can check
the Run this rule now on

Inread ‘

Rules Wizard

1 Finish rule setup.

Step 1: Specity a name for this rule
IF Ruld

| Step 2 Setup rule options

o1 [j Run this rule now on messages already In “inbox”

1 [ATum on this rute

Creste this rule on all account
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messages a/ready in Apply th  Step 3 Review rule description (click an underlined value to edit) 4
“ from 24 ]
Inbox NOW CIICk move 4 Apply this rule after the message arrives .
assigned to |F category g
FInISh and then OK. and on this computer only ]
. . move it to the DCL3 Emails folder 4
Remember this rule will and stop processing more rules b
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