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Message Rules

Find “Message Rule”

Click “New

Select the Conditions for your rule:

Rule Description
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Test email by sending an email to the specific email

Email Archiving Set-Up
1. Message Rules (A rule whereby new emails from a specific email account
will be sent to a specific folder)

- Open Microsoft Outlook or Windows Live Mail



- Find “Message Rule”
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- Click “New”



Message Rules

Mail Rules | Mews Fules | Blocked Senders

Theze milez will be applied to Mail mezsages.
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Fiule Description [click on an underined value to edit it):

Apply this rule after the message arrives
Where the To or CC line contains bliiworldsyes. net’
Mowve it to the Iworld-blk Folder
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- Select the Conditions for your rule: “Where the To or CC line contains



people”

Message Rules
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New Mail Rule

Select pour Conditiohs and Actions first, then specify the walues in the Description.

1. Select the Conditions far your rule:

YWhere the From line containg people

PN
O where the Subject line containg specific words =
O “where the meszage body containg specific words
O “where the Ta line containg people ¥

2. Select the Actions for your rule:

O tdowve it to the specified folder L)
O Copy it to the specified folder =
O Delete it

O Forward it to people
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3. Bule Dezcnption [clhck on an underlined walue to edit it);

Apply this rule after the message arrives
where the From line conkains people

4. Mame of the rule;
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- Rule Description (Click on “contains people”)
oType in the email
oClick “Add” then “OK”

Message Rules
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MNew Mail Rule

Select pour Conditionz and Actions firzt, then zpecify the values in the D ezcription,
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- Select the Actions for your rule: “Move it to the specific folder”

Message Rules

Edit Mail Rule

Select your Conditiohs and Actions first, then specify the wvalues in the Description.
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« Rule Description (Click on “specified”)
oCreate a new folder under inbox
oName (For example: enquiry)

oClick “OK”

Message Rules

e T ——
Edit Mail Rule |1| |i|

Select your Conditions and Actions firgt, then specify the values in the Description,
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- Test email by sending an email to the specific email
- If the email goes to the folder, the message rule is working

9 enquiry - Outlook Express

. Fle Edt Wiew Tools Message Help

. & & 9w £ X & . 9 .

Create Mai Rephy Reply Al Forward Prink Delete Send|Recy Addresses Find
e
Folders XI|Y 8 % From Subiect Received ©
o Outlook Express bk @ivarldsyes. et testing '
253 Local Folders {53 bl@imarldsves. et testing 4/21 /2014 1:53 PM
=43 Inbax
S8 Iworld-bk
S Iwarld-boonhui

81 Sgconnection-bk
£ Sgronnection-boonhui
‘{ﬁ Enguiry
£ Thewebpenople-bk
5B Thewebpenple-boonhui
@ Outbiox
‘Tﬁ Sent Thems
-7 Deleted Trems

@ Enguiry
2 world-boorhu From: bk@iworldsves.net To: boonhui@ivorldsyes.net
B Drafts Subject: testing
=58 Archives

S Matthew - BL
B Matthew - SGconnection | Thank You and Best Regards,
S Matthew - TwP

‘{ﬁ Sent
-5 Weileong Boon Kiat | Technical Support
B Weileang - Sent [World Services (Singapore) Pte Lid
& 7idus Your Online Trafiic Specialist

Sales & Marketing: (+55) 6100 3050
Technical Support: (+05) 6100 3002
General Enquiries: (+55) 6100 3101

Billing & Finance: (+55) 6336 5543
Fav (+REY R29R J60R




