INSTRUCTIONAL INFORMATION
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Rules and Alerts in Outlook 2010

Rules and Alerts

Rules help you manage your e-mail messages by performing actions on messages that
match a specific set of conditions. After you create a rule, Microsoft Outlook applies the

rule when a message arrives in your Inbox or when you send a message.

Setting up ‘Rules and Alerts’

1. From the Ribbon: Click on Rules under the “Move” section and select Manage

Rules and Alerts
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2. A prompt will appear giving you the options to create a new rule or edit an
existing rule.

Creating a New Rule from Template

1. Click on New Rule. And a “Rules Wizard” prompt will appear.

a) Step 1: Select a Template — Here you can create filters for your emails by
selecting the proper template. The templates are organized in the following

manner.
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Rules Wizard &

Start from a template or from a blag =
Step 1: Select a template
Stay Organized -
.3 Move messages from someone to a folder
. .3 Move messages with specific words in the subject to a folder
that help you to flle and fo”oW u p On .3 Move messages sent to a distribution list to a folder

>< Delete a conversation
Y Flag messages from someone for follow-up

e Stay organized: These are rules

m essages " .3 Move Microsoft Office InfoPath forms of a spedific type to a folder
LY Move RSS items from a specific RSS Feed to a folder
e Stay up-to-date: These are rules Stay Up to Date
“; Display mail from someone in the New Item Alert Window
. . [l Play a sound when I get messages from someone
that n Otlfy yo ul n Som e Way When ; Ze:d an alert to mylnfol:ile deviie when I get messages from someone
Start from a blank rule
you receive a particu lar message. j E:Zi :::::3:: :x:i:;i:;rive
b Start fro m a b | an k ru | e These are Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
rules that you create from scratch. from eople or distributon st

move it to the specified folder

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

Cancel < Back MNext = ] | Finish

b) Step 2: Edit the Rule Description — Here you can specify the details of the
template you chose. If you click the people or distribution list link, the
Address Book opens. If you click specified folder link, a prompt will appear
asking you to specify the folder. Click on Next.

Note: If you want the email to be moved to a specific folder, you will need to create that
folder (Refer to document “Creating a New Folder”).
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2. Under Step 1: Select condition(s), select the
conditions that you want the messages to meet for
the rule to apply. Under Step 2: Edit the rule e £ Sy e for e
description, click an underlined value if you have ICIT IT Service Desk
not done so already, and then click Next.

Finish rule setup.

Step 2: Setup rule options

Run this rule now on messages already in “Inbox™

3. Under Step 1: Select action(s), select the action
that you want the rule to take when the specified
conditions are met. Under Step 2: Edit the rule
description, click an underlined value if you have Step 3: Review rule descrpton (cick an underlned vake to edi)
not done so already, and then click Next. Apply ths ule afte the message arives

from ICIT IT Service Desk
and on this machine only
move it to the Foot prints folder

| Turn on this rule

Create this rule on all accounts

4. Under Step 1: Select exception(s), select any
exceptions to the rule, and then click Next.

5. To finish creating the rule, enter a name for the

rule, and then select any other options that you _ _ N
want. Click Finish. _ ewm L | wo




Create New Rule from Scratch
1. From Ribbon: Home Tab = Rules
2. Click Create Rule.

3. Click on Advanced Settings
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When I get e-mail with all of the selected conditions

[|From WTTS Admin

[T|subject contains | WTTS time sheet approval notice

[[|sentto |meonly |Z|
Do the following

[ | pisplay in the Mew Item Alert window

[T|Play a selected sound: Windows Notify.wav E B

[ Move the item to folder: | Faw [ Select Folder... l

Ok l Cancel ] [Advancedeﬁons...]

4. Under Step 1: Select condition(s), select the conditions that you want the
messages to meet for the rule to apply. Under Step 2: Edit the rule description,
click an underlined value if you have not done so already, and then click Next.
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Which condition(s) do you want to chedk?
Step 1: Select condition(s)

[] with WTTS time sheet approval notice in the subject

[] sent to Steven Gioving

[] with WTTS time sheet approval notice in the subject or body

[] through the specified account

[7] sent only to me =
[[] where my name is in the To box

["] marked as importance

[] marked as sensitivity

[[] flagged for action

[[] where my name is in the Cc box

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

[] where my name is notin the To box

[] with specific words in the body

[ with specific words in the message header
[] with specific words in the redpient's address
[] with specific words in the sender's address
[] assigned to cateqory category 57

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

< Back Next > l [ Finish




Under Step 1: Select action(s), select the action that you want the rule to take
when the specified conditions are met. Under Step 2: Edit the rule description,
click an underlined value if you have not done so already, and then click Next.

Under Step 1: Select exception(s), select any exceptions to the rule, and then
click Next.

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

Click Finish.
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Finish rule setup.

Step 1: Specify a name for this rule
WTTS Admin

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

Create this rule on all accounts

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

Apply this rule after the message arrives
from WTTS Admin
mark it as read

Cancel ] ’ < Back Next =




