Last updated on 4/9/2003

N ITS HelpDesk
PROCESS HOW-T0’S (412) 237-3275

www.ccac.edu/its
Creating a Rule in Outlook

A rule is a set of conditions and actions for processing and organizing your Email messages. Conditions
identify which actions should be taken when a message arrives into the inbox. These instructions demonstrate

how to create a rule which automatically forwards messages to a person when specific words are in the subject
of the email.

How to Forward Selected Messages to another Person Automatically
Use these steps to select messages and forward them to another person automatically after they arrive in your
Inbox. This is a good idea if you want email forwarded to a back-up person when you are on vacation.

1. Click Tools in the Outlook 2000 menu, and then select the Rules Wizard.
2. Click the New button to begin the Rules Wizard.

Rules Wizard d |
Apply rules in the Following order
Copy |
Modify... |
Remame. . . |
Lelete |
Mave Ug Mowe Do I
Rule description {click on an underlined value to edit it):
(o] | Cancel | R Mo, . | Opkions. . . |

3. To check all incoming email against the rule, select "Check messages when they arrive' and click
Next.

Rules Wizard

21x|

‘“Which type aof rule do vou want to create?

ssages when they arrive
Check messages after sending
Move new messages from someone
Mokify me when important messages arrive
Move messages based on content
Delete a conversation
Flag messages from someone
Assian cateaories to sent messaaes LI

Rule description {click on an underlined walue to edit it):

Apply this rule after the message arrives

I @ Cancel = Back I Mext = I Finizh

For further documentation and help, see the ITS web site at www.ccac.edu/its.
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4. The next window asks, “What conditions do you want to check?”. Scroll down and check the box (left-
click) beside "with specific words in the subject."

5. In the bottom window of the Rules Wizard, click on "specific words"

2]
Which conditionis) do wou want bo checky

[ | with specific words in the sender's adgtess
M ivith 5 in the subject
[ | with specific words in the body
[ | with specific waords in the subjszd or bady

[ | with specific words in the megéage header
[ Flaged Faor action

Rule description {click op’an underlined walue bo edit it):

gur= ol Apply this rule aft?{he MESSaA0e arrives
| i with specific words in the subject

IE Cancel | < Back I Mext = I Finizh |

6. Type the text that are searching for after Add new and click Add. Repeat this if you want to search for
different selections of words in your subject. Be as inclusive as possible to meet your expectations.

Search Text

Specify words or phrases to search For in the subject:

add new:  |RESOURICEZS Message

Search list

2l x
Add
Remoyve |

(64 | Cancel

Search Text x|

Specify words or phrases to search For in the subject:

add new: ||

Search list

Sdd
"RESOURCEZS Message” Remaonwe |

(04 I Cancel |

For further documentation and help, see the ITS web site at www.ccac.edu/its.
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7. After you add the different words or phrases, click OK.
Rules Wizard : x|

Which condition{s) do wou want to check?

[ | with specific wards in the sender's address
specific words in the subject
[ | with specific words in the body i
[ ] with specific wards in the subject or body

[ | with specific wards in the message header
[ Alagoed For action Ll

Rule description {click on an undetlined value ko edit it):

o ey Apply this rule after the message arrives
- T . i .
j ] fetin the subject
e {
I@ Cancel | < Back | et = | Firizh |

8. In the next window the Rules Wizard asks “What do you want to do with the message?” Scroll down
the list and check the box before forward it to people or distribution list.

9. In the bottom window of the Rules Wizard, click "people or distribution list".

21 x|
what do vou wank ko do with the message?
[ | miove it b0 the specified Folder -
[ miove & copy ta the specified Folder
[ delete it

[ permanently delete it
® forveard it o peo  diskribution lisk

[ Forward it to peaple ar ... A5 3

[

attachment

Rule description {click on an underlined yalue to edit it):

Apply this rule after the message arrives
with RESOURCEZS Message in the siibject
Forward it to people or distribukion lisk

IE Cancel < Back I Mext = I Finizh

For further documentation and help, see the ITS web site at www.ccac.edu/its.
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10. The Rule Address window will show up with the Global Address List. Add the person or distribution
list to whom you want to have the emails forwarded. Click OK.

x|

Show Mames From the; IGIubaI Address Lisk j

Type Mame or Select From List:

schor Specify whom to forward messages

To-= | |Schor, Lance ;I

La
Schulte, Jean
Schutz, Jill
Schwartz, Esther L.
Schwartz, Howard G.
Schwartz, Marian
Schweizer, Jean C.
Schweizer, Fob
Sciulh, ary F.

Sentt Artha b
T _»F' =

Lew, .. | Properties | Find. .. |
(04 I Cancel | Help |

Ir

11. The window will look like this. Click on Next>.
Rules Wizard 2|

What do you want to do with the message?

| move a copy to the specified Folder
[ delete it

[ | permanently delete it

[ | mave it to the specified Folder ﬂ

forward it ko people or distribution list
[_| Forward it to people or distribu. .. as an attachment LI

Rule description {click on an underlined value ko edit it):

Apply this rule after the message arrives
with RESOURCEZS Message in the subject
Forward it to St IEE:

IE Cancel | < Back | Mextk = | Firizh |

12. Check the box(es) beside any exceptions you want added to your rule (e.g. "except if sent directly to
me"), and then click Next.

For further documentation and help, see the ITS web site at www.ccac.edu/its.
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13. Your rule should appear as a sentence (shown below) in the bottom pane of the Rules Wizard. If the rule
appears okay, check the box to turn on your new email rule and click Finish.

2 x

Please specify a name for this rule:

RESOIURCEZS Message

[~ Run this rule now on messages already in "Inbox",

Jv Turn on this rule

Rule description {click on an underlined value to edit it):

Apply this rule after the message atrives
with RESOURCEZS Message in the subject
Forward it to Schor, Lance

I@ Cancel | < Back | Mlexk = | Finish I

14. The Rules Wizard window will show all the Rules that you have created for yourself. You can turn
rules on and off as you need to. Click OK to exit the Rules Wizard.

For further documentation and help, see the ITS web site at www.ccac.edu/its.
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