Quick Reference Guide

Access your Email Rules
With Microsoft Outlook

This guides provides you with the instructions on how to Review Rules, Change Rules and Create Rules for your email.

Step 1- Review Rules

Click on the Home tab in your
email.

Click Rules icon

Select Manage Rules & Alerts.

You can now review your rules
currently in place.

Step 2 - Change Rules

Click on the Home tab in your
email

Click Rules icon

Select Manage Rules & Alerts.
Select Rule

Select Change Rule.

You can now Change Rules as per
your requirements.

Step 3 - Create Rules

Click on the Home tab in your
email

Click Rules icon

Select Manage Rules & Alerts.

Select Create Rule

Or

Home> Rules> Create Rule
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Rules and Alerts

E-mail Rules | Manage Alerts

Apply changes to this folder:

4 % RunRules Now...

Options

| Actions

PROD-REMOTE(0365): Converted to mailbox

ROD-LOCAL: Converted to mailbox

DUNSW - Daily Report 0365 Maiboxes Enabled for Litigation Hold
ppend Text B

lentity synchronization Object Deletion Limit Reached:

lentity synchronization Object Deletion Limit Reached: Saturday...
Identity synchronization Object Deletion Limit Reached: Thursday...
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Rule description (dick an underlined value to edit):
Apply this rule after the message arrives
with PROD-REMOTE(Q365): Converted to mailbox_ in the subject
move it to the Converted to Mailbox 0355 folder
and stop processing more rules

["]Enable rules on all messages downloaded from RSS Feeds

Apply
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Rules and Alerts

E-mail Rules | Manage Alerts

Apply changes to this folder:

(4 NewRule...| Change Rule » 53 Copy... X Delete & % Run Rules Now...

[

Options

TRUE (applied in the order shown) [ Actions

PROD-REMOTE(0365): Converted to mailbox

ROD-LOCAL: Converted to mailbox

DUNSWY - Daily Report 0365 Mailboxes Enabled for Litigation Hold
ppend TextB

lentity synchronization Object Deletion Limit Reached:

fentity synchronization Object Deletion Limit Reached: Saturday...
Identity synchranization Object Deletion Limit Reached: Thursday...
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Rule description (click an underlined value to edit):
Apply this rule after the message arrives

with PROD-REMOTE(0365): Converted to mailbox in the subject
move it to the Converted to Mailbox 0365 folder
and stop processing more rules

[FEnable rules on all messages downloaded from RSS Feeds

Apply

If you require any additional assistance please contact the Help Desk- Tel +61(02) 6268 8140

Email; helpdesk@adfa.edu.au
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