Outlook Exchange Directions

Outlook Exchange — 2007
(Outlook Exchange 2003 is essentially the same as 2007.)

Click on Tools in the menu bar; go down to Rules and Alerts. Select the New Rule option.

Rules and Alerts

E-mail Rules | Manage Alerts

&&aw Rule... ChangeRule ~ 53 Copy... Xga\ebe | # % RunRules Now... Options

Rule (applied in the order shown) Actions
Clear categories on mail {recommended) “é?:
[formfusion] 5]

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
assigned to any category
clear message's categories

[[]enable rules on all RSS Feeds

Select the option to Start from a blank rule / Check messages when they arrive.

Rules Wizard [g|

Start from & template or from a blank rule
Step 1: Select a template
Stay Organized
L3 Move messages from someone to a folder
A3 Move messages with spedfic words in the subject to a folder
Move messages sent to a distribution list to a folder
Delete a conversation

Flag messages from someone for follow-up
Move Microsoft Office InfoPath forms of & specdific type to a folder
Move RS5 items from a spedific RS5 Feed to a folder
Stay Up to Date

9, Dpisplay mail from someone in the New Ttem Alert Window

ifl Play a sound when I get messages from someone

a Send an alert to my mobile device when I get messages from someone
Start from a blank rule

| Check messages when they arrive

=1 Check messages after sending

L € XU

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

Bac I MNext = l [ Finish
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Rules Wizard E| Rule Address &|

Which condition(s) do you want to chedk?
Step 1: Select condition(s) Search: @ Name orily O More columns Address Book
om peoole or distribution list i | | Go |Global Address List v | Advanced Find
[] with specific words in the subject = -
[ through the specified account : N
[ sent only to me | Name Title Business Phone Locatic
[] where my name is in the To box = _ = —
[ marked as mportance % Abell, Julia Director ~
[[] marked as sensitivity 8 Abolt, Debby Temporary Extra Help 581-5959 Busin—
E ﬁigged for action e & Addison, William Department Chair 531-2127 Pyt
] where my neme i i the To or Cc bos g, Admin, Student Student Worker 3227 ms 4
[[] where my name is not in the To box B g Administrative Staff
[ sent to people or distribution list & Agans, Chris Might Assistant Coordiantor 7700 Resic
[] with specific words in the body X
[ with specific words in the subject or body & Aguayo, Angela 1. Assistant Professor 581-6298 Comr
[ with specific words in the message header 8 Akers, Tom L. Director of Track & Field 581-2625 Track
L with spedific words in the redpient's address & Albear, Gustavo Academic Advisor 581-7393 Secol
[ with specific words in the sender's address
["] assigned to cateqory category hd 8 Alberta Reed 5034 oLM
Step 2: Edit the rule description (dick an underlined value) 3 A”Fn' Kary L 581-7005 Cash
Apply this rule after the message arrives & allison, Aaron LAM Support Specialist I 531-6250 Qper
from people or distribution list & Altadonna, Chad 581-7780 Men's
mbrose, Susan ssistant Director - miit
Amb S Assistant Directo 581-2223 Admi
& Amv Martine faradi=te Shideant 5315 Qi
>
[ From - ] |purdwase@eiu.edu| |
[ Cancel ] [ < Back ” Mext = ] [ Finish ] I Ok l [ Cancel ]

By clicking on people or distribution list; specify this rule will run on messages sent from purchase@eiu.edu . All emailed copies of

purchase orders will come from this address. (In the future we will be sending copies of requisitions as well from this email
account.)

Next you will indicate where you would like them to be sent.

Rules Wizard E| Rule Address @

What d t to do with th 2
512: I:Z:E;w:;ﬁon(; e messans Search: (#)Mame orly (O More columns  Address Book
[l move it to the soedified folder e | | Go | Global Address List w | Advanced Find
[] assign it to the cateqory category
[] delete it
[ permanently delets it | Mame Title Business Phone Locatio
[ move a copy to the specified folder = =
[v’]iforward it to people or distribution list i 581 . -
[] forward it to people or distribution list as an attachment 8 Abolt, Debby Temporary Exira Help 581-5959 Busin—
[] redirect it to people o distribution lst § Addison, Wiliam Department Chair 581-2127 Payct
[] have server reply using a specific message ) .
[ repty using a spedific template 8§ Admin, Student Student Worker 3227 Ims A
[ flag message for follow up at this time @ Administrative Staff
L] dear the Message Fiag & Agans, Chris Might Assistant Coordiantor 7700 Resic
[] clear message's categories R
[ mark it as mportance _ 8 Aguayo, Angela 1. Assistant Professar 581-6298 Comr
[ printit 8 Akers, Tom L. Director of Track & Field 581-2625 Track
[ play 2 sound & Albear, Gustavo Academic Advisor 581-7393 Secal
[ start application
[ ] mark it as read v 8 Alberta Reed 5834 OLM
Step 2; Edit the rule description (dick an underlined value) 3 A".El'l, Kay o 581-7005 Cash
Anply this rule after the message arrives 8 Allison, Aaron LAM Support Specialist T 581-6250 Cper
from purchase @eiu.edu § Altadonna, Chad 581-7760 Men's
forward it to people or distribution list § Ambrose, Susan Assistant Director 581-2223 Admi:
& Armv Martine fradiate Shidant 5315 Qriai 00
¥
[ To-=> ] |.-'-\Gworker.eiu.edu| |
[ Cancel ] [ < Back ” Mext = 1 [ Finish ] I Ok l [ Cancel ]

By clicking on people or distribution list; specify to whom you would like to forward these messages. You can then click Finish —

and your rule will stay running until you shut it off.

If you have questions, you can call the ITS Help Desk (581-4357) or the Department of Procurement,
Disbursements and Contract Services (581-5313).
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