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Using the Rules Wizard

Rules can apply to messages you send or messages you receive.

They enable you to “filter” emails that aren’t urgent but are still important into
other areas for you to review later.

Some examples of useful rules include — redirecting newsletters to folders to
read later, redirecting applications for jobs to a job folder to review later, rules
to move messages sent or received from a client into that client’s folder etc.

‘B Click the File Tab and choose the Manage Rules & Alerts Button on the
Info Tab

' ]
Rules and Alerts @
E-mail Rules | Manage Alerts
;7 New Rule... Change Rule~ Copy.. Delete Bun Rules Mow... Qptions
Rule (applied in the order shown) Actions -

Select the Mew Rule™ button to make a rule.

Rule description [click an underlined value to edit):

Dgnable rules on all messages downloaded from RSS Feads

Ok ” Cancel ][ Apply

A

“B Choose New Rule
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Rules Wizard

===

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

3 Mave messages from someone to a folder

3 Mave messages sent to a public group to a folder

V Flag messages from someone for follow-up

L} Move RSS items from a specific RSS Feed to a folder
Stay Up to Date

il Play a sound when I get messages from someone

Start from a blank rule
=1 Apply rule on messages I receive
=1 Apply rule on messages I send

Step Z: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing mare rules

3 Mave messages with spedfic words in the subject to a folder

. Display mail from someone in the New Ttem Alert Window

'@ Send an alert to my mobile device whan I get messages from someong

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

< Back [ Next = l’

Finish ]

-

section.

Click Next.

DD D @

Rules Wizard ===
_— -
and A | Finish rule setup. 4
— —
ail R
Step 1: Specify a name for this rule

nﬂe‘-']
= people or public group

Rule] ) |-

Step 2: Setup rule aptions
[7] Run this rule now on messages already in “Tnbox”
[¥] Turn on this rule

Create this rule on all accounts

¢ des
Step 3: Review rule description (click an underlined value to edit)
Apply this rule after the message arrives
from Donna Hanson (donna@primesolutions.net.au
mave it to the Newsletters folder
and stap processing mare rules

Enabl

e

Fpuly

‘B Click finish when complete

Click move messages from someone to a folder in the Stay Organised

From the Step 2 window click the links to choose people or public group
required and where to move message to.

Keep clicking through next and choose appropriate options.

NOTE: Use Start from a Blank Rule option if you want to create a rule that
runs on messages you have sent.

© Prime Solutions Training & Consulting Pty Ltd 2020

www.primesolutions.net.au



