Microsoft Outlook How-To: Divert mail from a mailing-list or from

certain people to a folder, or delete them entirely.
Nov. 2006 - Nate Lowndes - NTID TSS CO-OP
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| |71 Rules and Alerts...

1 — In Outlook, Open the Tools menu, select “Rules and Sy
Out of Offilke Assistant...

Alerts...”

E-mail Accounts...
Customize...

Options...

Rules and Alerts

E-mail Rules IManage Alerts |

|Rule (aplied in the order shown)

2 — Cth on “NeW Rllle. N .” [v/| NTID - Deaf Professional Group

Rules Wizard m

¢ Start creating a rule from a template
" Start from a blank rule

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

3 - SeleCt “Start Creatin2 a rule from a template” lf lt’ S "‘ Move messages sent ko a distribution list to a folder
nOt already Selected X Delete a conversation

¥ Flag messages from someone with a colored flag
Stay Up to Date
<. Display mail from someone in the New Item alert Window

4 — Select “Move messages sent to a distribution list to @ Ploy a sound when I gt messages From someons
a folder” in the upper area 3 Send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives

5 — Click “people or distribution list” in the lower area set o pecpe o bl

move it ko the spediied folder

Example: Move mail sent to the Help Group to the Help Group folder

Cancel 2 Bach I Next = I Finish




6 — Locate the contact or distribution list whose mail you
want to divert away from your Inbox, and double-click it

Rule Address m

Type Mame or Select from List: Show Names from the:

[furID - |ciobal address List |

| MName ‘ Business Phone ‘ Office
@ NTID - Adjunct Faculty Al
@ NTID - Al

EINTID - Deaf Professional Gro...
@ NTID - EDF
@ NTID - Faculty - Al
(@ |NTID - Faculty - Tenure Track
(@|NTID - Faculty - Tenured
&|NTID - Full Professors
@ NTID - General Staff
@ NTID - Professional Staff
NTID Access Services
NTID Access Services —
& |NTID Access Svcs all
@&|NTID Access Svcs All Interps

ST pecen S ASDS -
4 »

To-> [

Advanced w I OK Cancel

7 — OPTIONALLY, Divert mail from several people or
lists by double clicking each in succession.

Press OK when you’re done adding contacts (even if
you’ve only added one)

Rule Address m

Type Mame or Select from List: Show Names from the:
Irei IGIobaI Address List j

| MName ‘ Business Phone ‘ Office

Reid Blendell 4 9 a
Reid Willgmson (RIT Student) 758-3688
Reinaldo Yega (RIT Student)

Reinelle Durban (RIT Student)

Reji Jose (RIT Student)

Rekha Kapania

Rekha Kapania (RIT Student)

Reme Meck (RIT Student)

Remus Turnier (RIT Student)

Renata Grgurevic (RIT Student)

Renata Martin (RIT Student)

Renata Yolakova (RIT Student)

Renato Bejarano de chazal (RIT ...

Renato Pietrantoni (RIT Student)

Renato Pinzon =
A ebe Mimpm AT L dook
(I I »

To-> I INTID - Deaf Professional Group; Reid Blondell

Advanced w I % I Cancel
4

L

8 — Click “specified” in the lower area.

@ send an alert to my mobile device when I get messages from someone

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
sent ko NTID - fessional Group

Example: Move mail sent to the Help Group to the Help Group folder

Cancel < Back I Mext = I Finish




Rules and Alerts
Choose a folder:
= ‘g\; Mailbox - TS5Coop4 =
9 — Select the destination folder: 5] Calendar
. t. f ld 8- Contacts Lcel'
an existing roider ERSEDeleted It (4)
g . - D —
a new folder, (7] Orafts
or “Deleted Items” to delete the messages. D I ek Symchronzaton
[ test
. 54 Journal _
Press OK to continue. (g Junk E-mail
| Motes
L] Outbox
[ Quarantine LI
10 — Hit “Next”
Nexkt- =
11 — Hit “Next” again
Rules Wizard

12 — OPTIONALLY, Choose additional actions to
apply to the messages. Note: “Delete it” has same effect
as moving to “Deleted Items” folder, so don’t use both.

Press “Next” to continue.

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

imove it ko the d

[ ] assign it to th qory 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 a specific message

[ reply using a specific template

(] flag message for action in a number of days

[ ] flag message with a colored flag

[ ] clear the Message Flag LI

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives
sent to NTID - Deaf Professional Group
move it ko the Deleted Items folder

Cancel < Back I uexi> I Finish




13 — OPTIONALLY, To create exceptions, check the
box beside “except if from...” in the upper area.
Messages from people you specify here will not be moved
with the other messages like it. These will remain in your
Inbox for you to read as usual.

After enabling “except if from...”, click “people or
distribution list” in the lower area.

If you don’t want any exceptions to the rule, simply hit
“Next” and skip to step 15.

Rules Wizard m

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

A except if from people or distribution list

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 LI

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives
sent to NTID - Deaf Professional Group
move it to the Deleted Items folder

except if fromipeapl ﬁ

Cancel | < Back I Mext = I Finish

(Do #14 only if you did #13. Otherwise skip to #15)

14 — Add users to the Exception list by searching for and
then double-clicking their name(s).

Hit “OK” when finished adding contacts, and then

Hit “Next” to continue to step 15.

Rule Address [ X|
Type Mame or Select from List: Show Names from the:
Ireg IGIobaI Address List j
| MName ‘ Business Phone ‘ Office
Reg Wallace Library ZI

Regan Messenger (RIT Student)
Regana Powers (RIT Student)
Reggie Shore (RIT Student)
Regina Arlauckas

Regina Huynh

Regina Huynh (RIT Student)

Regina Kiperman

Regina Kos (RIT Student)
Regina Meri (RIT Student)
Regina Reeder

Regina Seabrook (RIT Student) — |
Reaginald Jones (RIT Student)

REGINALD OXEMDIME (RIT Stude...

Reninald Stenhens (RTT Shident) AILI
4 I I »

Specify the address of the sender:

From -> I [Regina Kiperman
Advanced vI

Oi I Cancel
4




15— OPTIONALLY, you may modify the default name
given to the rule (“Step 1" In this Illustration)

16 — If you’d like existing Inbox messages to be filtered
according to your new rule, check the box marked “Run
this rule now on messages already in Inbox”

17 — Be sure “Turn on this rule” is checked.

18 — Click “Finish” to create the rule.

Note: If you've selected “Run this rule now on messages already in
Inbox,” there will be a processing delay after hitting “Finish” while
Outlook scans your existing messages. This scan can take several
minutes if you have a lot of mail in your mailbox — please be patient.

Rules Wizard m

Finish rule setup.

Step 1: Specify a name for this rule

INTID - Deaf Profes*nel Group)|

Step 2: Setup rule options
I\ Run this rule now on messages already in "Inbox"
IM, Turn on this rule

I~ Greate this rule o &l accounts

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

Apply this rule after the message arrives

sent to NTID - Deaf Professional Group

move it to the Deleted Items folder

except if from Reqgina Kiperman or Alan Hurwitz

Cancel < Back fext > | Finjish

19 — The completed rule should now be visible.

You may choose to delete or edit rules from this
location. To return to this window in the future,

Repeat Step 1.

When you’re done, hit QK to return to Outlook.

Rules and Alerts

K E3

E-mail Rules |Manage Alerts I

| New Rule... ChangeRule~ =3 Copy... X Delete Run Rules Now... Options

| Rule (applied in the order shown)
4

| Actions -

Rule description {click an underlined value to edit):

Apply this rule after the message arrives

sent to NTID - Deaf Professional Group

move it ko the Deleted Items Folder

except if from Reqina Kiperman or Alan Hurwitz

Apply

For Further Assistance, Please Contact the NTID TSS Helpdesk:
Phone/TTY: 585-475-2200
Fax: 585-475-6500
VideoPhone: NTIDHelp]1.rit.edu
EMail: tsshelp@ntid.rit.edu

Location: LBJ (60) - 2525




