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g Outlook Today - Microsoft Outlock

:EI&

! File Edit View Go

Tools ‘ Actions  Help

= &4 personal Folders
5 Deleted Ttems
2 Drafts
= [ Inbox
@1
(g Junk E-mail

E-mail Accounts...
Customize...

Options...

Type a question for help -
SaNew - | | Chsen| | Send/Receive Phofnd ol @Bi@Be @4 438
Find » 5
oda
Favorite Folders il Address Book... Ctrl+Shift+B =
3 Ibox |L3 Rules and Alerts... I
| Unread Mai Mailbox Cleanup... Tasks Messages
| For Follow Up
[ Sent Items & Empty "Deleted ltems” Folder Tbiox P
Al Mail Folders Eorms b Deefts 4
Outbox 0
Macro »
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Rules and Alerts ? I 28
E-mail Rules Manage Alerts
N @ﬂew Rule... Change Rule ~ B Copy... 7% Delete | 4 Run Rules Mow... Options
A

Rule (applied in the arder shown)

| Actions

Select the "™Mew Rule” button to make a rule.
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Rules Wizard

S

() Start creating a rule from a template
(@) Start from a blank rule

Step 1: Select when messages should be checked

Check messages after sending

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

< Back Finish

Cancel

Mext = ] [
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Which condition(s) do you want to ched:?
Step 1: Select condition(s)
i|:| from pecple or distribution list
|[] with zpecific words in the subject
[ through the spedfiedaccount |
|:| sent only to me
[ ] where my name is in the To box
:D marked as importance
:|:| marked as sensitivity
§|:| flagged for action
|["] 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
:D sent to people or distribution list
[ with spacific words in the body o

| »
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L] mag== =i
[] flag Account ﬁ

Choose the Account to chedk for;

Account: R R R~ |
pop-g L o

through the specdified account
and on this machine only
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Rules Wizard g

What do you want to do with the message?

Step 1: Select action(s)

(% moveit to the specifiedfolder |4
|[] assign it to the cateqory category il
[ delete it

| permanently delete it

|:| move a copy to the spedified folder

|[] forward it to people or distribution list

|[] forward it to peaple or diztribution list as an attachment
|1 reply using a specific template

O flag message for action in & number of davs

|[] flag message with a colored flag

\[] dear the Message Flag

|:| mark it as importance

L] print it -
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Rules and Alerts T

Choose a folder;

= @ Personal Folders -
ﬁ Calendar
[85 Contacts Cancel
(5] Deleted Items (3)
[2] Drafts
(=] L:| Inbox
=
ﬁ lournal
L@ Junk E-mail
:_ud Motes
L_.E’i Cuthox
L=4 Sent Items
1 | Tasks i

o T

1

m

Apply this rule after the message arrives
through the pop.gmail. com account

and on this machine only
move it to the specified folder
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