In Outlook, choose Tools from the menu. Choose Rules & Alerts.
Tools | Actions Help Adobe PDF
Send/Receive »
Instant Search »
Address Book..  Ctrl=5hift-B
“f] Organize
Rules and Alerts...
B Qut of Office Assistant...
Mailbox Cleanup...

@ Empty "Deleted Items™ Folder

s}
@ Recover Deleted Items...
Forms 13
3 Macro »

Account Settings...
5 Trust Center...
Lustomize, .,

i Options...

In the popup box, choose "new rule."

Rules and Alerts

E-mail Rules | Manage Alerts |

lﬁﬂew Rule... Change Rule » 53 Copy... )( Delete | &+ % RunRules Mow... Options

Rule {applied in the order shown) Actions ~

[ out of office %

Then follow through the steps to set up the rule, following each step below.

Choose "check messai es when they arrive", then click Next.
Rules Wizard E‘

Start Fram a template or From a blank rule
Step 1: Select a template

Stay Organized
"B Move messages from someone to a folder
-E Mave messages with specific words in the subject to a folder
-E Mawe messages senk to a distribution list ko 5 folder
X Delete a conwersation
Y Flag messages from someone For follow-up
L3 Move Micrasaft Office InfoPsth forms of a specific bype b a Folder
"B Move RS5 items From a specific R3S Feed to a folder
Stay Up to Date
5, Display mail from someone in the New Ttem Alert Window
4l Play a sound when T get messages From someane
|! Send an alert ko my mobile device when I get messages from someone
Start from a blank rule

| Check messages when they arrive [~
= Check messages after sending

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

Apply this rule after the message arrives

Choose "where my name is in the To: or cc: box."



which conditionis) do you want to check?
Step 1: Select conditionis)

[] From people or distribution list
[] with specific words in the subject.
[] through the specified account
[] sent onky ko 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

>

here my name is in the Toor Cc box

o[ | where my name is not in the To box

[ sent to people or distribution list

[] with specific words in the body

[] with specific words in the subject or body
[] with specific words in the message header
[] with specific words in the recipient's address
[] with specific words in the sender's address
[] assigned to cateqory category

<

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

Apply this rule after the message arrives
where my name is in the To or Cc box

l Cancel I[ < Back. “ Next =

J

Finish ]

Choose "have server repl

Rules Wizard

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

[] mowe it to the specified Folder

[ ] assign it to the category category

[ delete it

[] permanently delete it

[] move a copy ko the specified Falder

[ Forward it ko people or distribution list

[] forward it to people or distribution list as an attachment
[ redirect it to people or distribution list

| >

ave server reply using & specific message
s | reply using a specific template

[ Flag message For Follow up at this time

[] clear the Message Flag

[ clear message's categaries

[] mark it as importance

[ prink it

[ ] play asound

[ start apolication

] mark it as read
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Step 2: Edit the rule description {click an underlined walue)

Apply this rule after the message artives
where my name is in the To or Cc box
have server reply using a specific message

J

Cancel < Back H Next >

J [

Finish




In the bottom of the box, click the link that says "specific message."

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

[] move it ba the specified Folder

[] assign it to the cateqory category

[ delete it

[] permanentky delete it

[] move a copy to the specified Folder

[] farward it to people or distribution list

[ Farward it ko people or distribution list as an attachment
[ redirect it ko people or distribution list

hawe server reply using a specific message

[ reply using a specific template

[] flag message For Follow up at this time

[] clear the Message Flag

[ clear message's categories

[] mark it as importance b
[ print it

[ play 5 sound
[] start application
[] mark it as read

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

Apply this rule after the message arrives
whera my name is in the To or Cc box

have server reply using:a specific message:

[ Cancel ][ < Back }[ Mext = J[ Firish ]

In this blank email, type the subject of your auto-reply, then in the body type the

message you want sent to everyone that sends mail to admissionstatus.
f/E!:: Houv 2+ +8 )+ type your subject here - Me
(om) _

| Message Insert Options Format Text Adobe PDF
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This message has not been sent.
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Subject:

type your subject hEPI:

Type the body of the message here.

(this will look a tiny bit different in Outlook 2003)

Save and close the email template.
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Subject: |type your subject here

Type the body of the message here.

Choose "except if from people or distribution list" and then add anyone who emails you

rei uIarI‘ that iou don’t want i etting this message.
Rules Wizard ‘Z|

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

@@gggptﬂ_\_ﬁ From people or distribution list
except I the subject contains specific wards

[] except through the specdfied account

[] except if sent onby to me

[ ] except where my name is in the To box

[ except if it is marked as importance

[ except if it is marked as sensitiviey

[] 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 bax =
[] except if sent ta peonle or distribution list

[] except if the body contains specific words

[] except if the subject or body contains specific words
[] except if the message header contains specific wards
[] except with specific words in the recipient's address
[] except with specific words in the sender's address

["] except if assigned to category category

<

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

Apply this rule after the message arrives
where my name is in the To or Cc box

have server reply using bype vour subject here
except iF from people or distribution list

[ Cancel ][ < Bark “ Next = 1[ Finish ]

This message will go out to every message sent to this mailbox. So any staff member
who emails it may not wish to receive the autoreply every single time. But you can

enable this last feature after you've tested it a few times, to make sure it's working
correctly. Click Next.

Name the rule.



Rules Wizard

Finish rule setup,

Step 1: Specify a name For this rule

where my name is in the To or Cc box

Step #: Setup rule options

[] Run this rule now on messages already in ", 1-action”
Turn on this rule

Create this rule on all accounts

Step 3i Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
where my name is in the To or Cc box

have server reply using bype vour subjeck here
except if from Becky Scott

Make sure "turn on this rule" is checked. Click Finish. Then click ok on the rules and
alerts box. That should be it!



