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HOW TO USE RULES TO MANAGE EMAILS

Rules can be used to organize emails or notify us of emails from specific senders. Here are
steps to set up rules.

1. Click the File tab. Select Manage Rules & Alerts.

a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
8 Alerts

2. On the E-mail Rules tab, click New Rule.
Rules and Alerts X

E-mail Rules  Manage Alerts

.fChange Rule ~ Copy.. 2% Delete Bun Rules Mow... Qptions

in the order shown) | Actions
Select the "Mew Rule”™ button to make a rule.

Rule description (click an underlined value to edit):

|:| Enable rules on all messages downloaded from R55 Feeds

OK Cancel Apply
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3. In Rules Wizard, under Stay Up to Date select ‘Display mail from someone in the New

Item Alert Window’ [1], then click on ‘people or public group.’ [2]

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
¥,
&
¥,

Move messages from someone to a folder
Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|P Flag messages from someone for follow-up

Move RSS items from a specific RSS Feed to a folder

p to Daf

Start from a blank rule
Apply rule on messages | receive
*E1 Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value]
App i = after the 3
fro

(]
display @ specfic messan

rrives
e Mew ltem Alert window

Example: Display mail from my friend in the Mew ltem Alert Window

E Send an alert to my mobile device when | get messages from someone

X

Cancel < Back Next >

Finish

4. Under Rule Address enter ufemergencynotification@UFL.EDU, then click OK.

Rule Address

Search: (® Mame only () Mare columns  Address Book

Go Global Address List - anchalee@ufl.edu

o

Advanced Find

Title

Business Phane

Lacation

Department

f

&% . - Distribution Lists —

&% . UFHCC-Mail-DISC

&% . 1Florida ADRC Biospecimen R...
&% . 1Florida ADRC Concensus
&% . 1Florida ADRC Information
&% . 1Florida ADRC MSMC Data
&% . 1Florida ADRC NACC Upload
&% . 1Florida ADRC Researchers
&% . ACS Developers

&% . ACS Subnet Managers

&4 ACS_All_Users

&% . ACS-Invoices

&% . ACS-Training

% ANM Admin Bannecte

Dept of Med En..

From -> | ufemergencynotification @UFL.EDU

oK

Cancel
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5. Back to the Rules Wizard click on ‘a specific message.’
Rules Wizard *

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
Move messages from someone to a folder
Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|" Flag messages from someone for follow-up
¥ 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
#) Play a sound when | get messages from someone
E Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*E= Apply rule on messages | send

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

from pegple or pub oup
displ pecific messadge fin the Mew Item Alert window

Example: Display mail from my friend in the New Item Alert Window

Cancel < Back Mext = Finish

6. Inthe Alert Message box, enter UF Alert, then click OK.
Alert Message x

Specify an alert message

Cancel



FLORIDA

Information Technology

7. Click Next.

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
Move messages from someone to a folder
Move messages with specific words in the subject to a folder
Move messages sent to a public group to a folder
|" Flag messages from someone for follow-up

P IMove RSS items from a specific RSS Feed to a folder
Stay Up to Date

¥
¥

Display mail from someone in the New ltem Alert Window
«i Play a sound when | get messages from someone
E Send an alert to my mobile device when | get messages from someone
Start from a blank rule
Apply rule on messages | receive
*=1 Apply rule on messages | send

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives
from UF Emergency Motification
displayiJF A the Mew Item Alert window

Example: Display mail from my friend in the New [tem Alert Window

Cancel < Back Finish

8. Click Next.

(Make sure “from people or public group’ is selected. It should be by default.)
Rules Wizard X

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

m people or public group

[T with specific words in the subject

[] through the specified account

[[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

["] flagged for action

[T] 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 public group

[] with specific words in the bady

[] with specific words in the subject or bady
["] with specific words in the message header
[] with specific words in the recipient's address
[ with specific words in the sender's address
[7] assigned to category category

Step 2: Edit the rule description (click an underlined value]
Apply this rule after the message arrives
from UF Emergency Notification
display UF Alert in the Mew ltem Alert window

Cancel < Back Finish
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9. Click Next.

(Make sure ‘display a specific message in the New Item Alert window’ is checked. It
should be by default.)

Rules Wizard it

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

lay a specific message in the New Item Alert window
[C] move it to the specified folder
[7] assign it to the category categary
[7] delete it
[T] permanently delete it
[] move a copy to the specified folder
[] forward it to people or public group
[7] forward it to people or public group as an attachment
[] redirect it to people or public group
[] have server reply using a specific message
[] reply using a specific template
[] flag message for follow up at this time
[7] clear the Message Flag
[7] clear message's categories
[] mark it as importance
[ print it
[] play a sound
["] mark it as read v

Step 2 Edit the rule description [click an underlined value]

Apply this rule after the message arrives
from UF Emergency Notification
display UF Alert in the Mew Item Alert window

Cancel < Back Finish

10. If you would like to set an exception(s), select one(s) here. Then click Next.
Rules Wizard *

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

7] except if the subject contains specific words

[7] except through the specified account

[7] except if sent anly to me

[7] 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

[7] except where my name is in the Cc box

[7] except if my name is in the To or Cc box

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

[] except if sent to people or public group

] except if the body contains specific words

[7] except if the subject or body contains specific words
[7] except if the message header contains specific words
["] except with specific words in the recipient's address
["] except with specific words in the sender's address
[] except if assigned to cateqory category W

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

Apply this rule after the message arrives
from UF Emergency Motification
display UFE Alert in the New [tem Alert window

Cancel < Back | Finish
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11. You can select the optional ‘Run this rule now on messages already in “Inbox” then click
Finish.
Rules Wizard X

Finish rule setup.

Step 1: Specify a name for this rule
UF Emergency Motification

Step 2: Setup rule options

Run this rule now on messages already in “Inbox” ﬁ

[ Turn on this rule

Create this rule on all accounts

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

Apply this rule after the message arrives
from UF gency Motification
displayéUF Alertiin the Mew [tem Alert window

Cancel < Back Mext =

You will see the message ‘This rule will only run when you check your email in Outlook.
If Outlook isn’t running, this rule won’t work for email you check online or from another
device.’ Click OK.

12. Click on Apply, then OK to complete the rule set up process.

E-mail Rules  Manage Alerts

-7 Mew Rule... Change Rule ~ E@ Copy.. )( Delete Bun Rules Mow... Options

Rule (applied in the order shown) Actions
UF Emergency Motification (dient-only)

Rule description [click an underlined value to edit):
Apply this rule after the message arrives
from UF Emergency Motification
display UF Alert in the New Item Alert window

D Enable rules on all messages downloaded from RSS Feeds

Cancel Apply
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