PMI — September 16, 2009: Outlook Rules and Alerts

Outlook Rules and Alerts

Utilizing Outlook Rules and Alerts to help you organize and prioritize your e-mail.
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We do a lot of communication by e-mail. No one I know ever complains that they don’t
get enough e-mail and many of the people I’ve worked with say that they spend too much
time on e-mail. However, e-mail is an integral part of the way we communicate and get
things done. Today, we will look at and discuss ways to master your In-box so that your
In-box doesn’t master you.

Note: This presentation and presumes users’ basic familiarity with the Outlook program.
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Tackling your In-Box

Set aside time each day to review your e-mail. Avoid jumping on every e-mail
notification you get so you can concentrate on finishing that presentation, memo, chart or
spreadsheet on time. Conversely, don’t let yourself be distracted when handling your e-
mails.

E-mail time Management Tips (from Peter Kay of Cybercom)
o Clear your In-box out completely, once per day
o Sort in descending time order — impress person with quick reply and catch
most recent of multiple e-mails
. Process, File or Delete — do NOT skip

One way to make the process of reviewing your e-mails less daunting is to set up rules

and alerts so that when it’s time to review your In-box things that occur on a regular basis
or need to be prioritized have already been flagged and/or filed.

Outlook Rules and Alerts

Rules fall into two general categories: notification and organization.

Notification rules alert you in some way when you receive a particular message. For
example, you can create a rule that creates an alert when you get an e-mail from your
boss with the word Urgent in it.

Organization rules perform one or more actions on a message. For example, you can
create a rule that moves messages from a particular person, or with certain words in the
subject, to a folder or flags them for follow-up on a particular day.

The following example sets up a rule to flag e-mails from a particular list of people.

Inbox - Microsoft '~~~

i File Edit Wiew G| T

ST PN - Send/Receive = J&
=ul-§- [ e In Outlook, go to Tools |

»
Find 3
e (i} AddressBock... Chrl+Shift+E Sthject = __ Rules and Alerts

H/Receive

L] Inbox (" | |
| Unread Mai (51 Rules and Alerts...
| For Foliow Lip Far your approval For bamarrom. ..

Qut of Office Assistant, ..

L4 Sent Ttems

Rules and Alerts E| g|

E-mail Rules | Manage alerts

% Mew Rule,.. hangs Rule + 53 Copy... >( Delete | # Run Rules Mow,., Options CI ICk On N eW R u Ie
ol the order shown) Actions

Metrics (client-only) b

Clear categories on mail {recommended) {client-only)

You will be defining Conditions, Actions & Exceptions
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Rules Wizard X Microsoft provides rule
templates Or you can create
() start fram a blank rule them from Scratch by
op L aeects tenplae selecting Start from a
ay Organize
blank rule
3 Move messages with specific words in the subject to a folder
LY Move messages sent to a distribution list to a Folder
>< Delete a conversation
¥ Flag messages from someane with a calared Fla .
Stay Upto Date < If you’re using a template,
e e Stay Organized rules are to
a Send an alert to my mobile device when I get messages from someone Categorize and flag Or fi Ie
Step 2: Ec!it the rule description (click én underlined value) new messages and Stay U p
o ool b to Date rules are to define
mowe it to the spedified folder notifi Cati ons and alertS
Example: Move mail from my manager to my High Importance folder
Mexts= | [ Finish |
Rules Wizard
‘wehich conditionis) do you want to check?
Step Li Seect condition(s) | - Check the condition(s) for
O through the specified account - the rUIeS' If mu Iti ple
Qeertortome conditions are checked, all
where my name is in the To box .
E margg as [mparkance Of the COﬂdItIOﬂS mUSt be
matl as sensitivity B
Sﬂagged For action tI’UG fOf' the rU|e tO be
h i in th b .
T bere oy e 1t o i b applied.
[ where my name is nok in the To box
[ sertt to people or distribution list
[ with specific words in the body b
Step 2t Edit the rule description (click an underlined val\l) CI iCk on the underl i ned
o peanl o et Iq values to define rules.
flag message with a colored flag There are pop_u p Wl ndOWS
to help you through this.
Cancel ] [ < Back I Mext = ;m_ (— C||Ck on Next

Continue through the Rules Wizard to specify Actions and Exceptions in the same way.

Remember the two step process to select and define conditions, actions and exceptions.
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Rules Wizard

Step 1! Specify & narme Far this rule

Step 2: Setup rule options

[]Run this rule now on messages already in "Inbox"

Turn on this rule

Step 3: Review rule description {click an underlined value to edit)

Apply this rule after the message arrives

from Inouye, Juliane or Iwamoto, Carrie
flag message with Purple

[ Cancel ][ < Back ]

EEX

Help Type a question for help =

eply ta All (= Forward | 5 SendiReceive - | SpFind [ | 48 Tepe s contscttofnd - | @) € e e L B |

Subject |Received See  |¥

Inouye, Julia... RE: Test e-mail Mon 4,/26/2008 10:0... 2 KB

[z Date: Last Week

Other Examples of Rules and Alerts:

Finish rule setup: Name
your rule (Step 1) and Setup
rule options (Step 2).

Check Run this rule now
on messages already in
“Inbox’ to have Outlook
sort current messages.

HECO employees are
usually provided only a
single-mail account; Create
this rule on all accounts
should be greyed out.

Review the rule description
(Step 3) and click Finish.

The result is that e-mails
from designated people are
automatically flagged.

o Move project related e-mail — messages designated as from a specific sender
or with specific words in the subject to a folder to review together as a group

o Move junk mail from vendors to a folder to review as time permits

o Create an alert if you receive an e-mail with URGENT in the subject line from

your supervisor

. Forward or redirect messages to delegated staff or team members when you’re

going to be away from the office

A complete listing of conditions, exceptions and actions is provided at the end.

*** You should monitor your rules on a regular basis to ensure they are working as
desired. Remember, things are always changing — people move or project terms change.
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What rules do you use or do you think you could use to organize your In-box?

Rule Set-up Shortcut

Inbox - Microsoft Outlook

i Fle Edit Wiew Go Tools  Actions  Help

Pgdnew | = 5 x| (g Reply (-4Reply to Al i, Forward | ;jSEnd,l’REgeivE - C_')J_)Fi_nd |§} | [G Tvpe aconksc

L@ Junk E-mail
| Quarantine
[ Remedy link
[ spam email

=) = Personal Folders 1
(&) Deleted Irems

Harada, Irene
McCarter, Les
Greg Mishihira
Harada, Irens
Greg Nishihira

PPDDDDD DD

RE: sharepoint su
RE: sharepoint sur
RE: Service desk §

Cateqories,..

Find All )

RE: Service de
RE! MNotes from

= Creste Rule.

Create Rule

[ ]From Tobara, Bryce

‘When I get e-mail with all of the selected conditions

|:| Subject conkains |Current Remedy Maintenance costs I
| |

[ ]sent ta |me only

]

Do the Following

Favorite Folders * [ @ From Subject Open
[ Inbax =
| Linread mad =) Date: Yesterday [
| For Folow L Harada, Irene  RE: Microsoft learr S| Reply ; A
=3 Sent Ttems Deke, Alan Helpdesk coverag] —@| Feply to Al If you have an e-mal I that IS
All Mail Falders Stuller, Rick RE: balanced scor :.$ Forward n X m I f r I ]
[ Absences & vacations ~ Eugene Young  RE: Thank you m a e .a'. p e.o a u e S
L= Inba Taclan, alicia D, 1TS Staff & Planni T, Cond |t|0n , rlg ht CI ICk On the

message and click on
Create Rules to bring up a
Rule Definition short-cut

[ Mtg Mates Junk E-mail »

02 e ekl g - window. Selected

[ Training (=  Fujii, Elsworth  RE: Stephen Keith| 23 Howe to Folder... . N

fal F =

15 Sear Flders o, rene R ooyl | conditions are pre-defined
= RE: Current Reme e .
L ey erre————— for you based on the e-mail

L oma-al

you click on.

Check appropriate
conditions that are
suggested and edit criteria.

Check the appropriate

actions that are suggested.
(Only 1 step actions can be
added).

To view the complete set of
rule set-up windows click
on Advanced Options.

ofe=m

Select Folder. ., ]

Cancel f Advanced Options, .

[ ] Display in the Mew Item Alert window
[]Play a selecked sound: | Windows 2P Mokify,w E]

[ Move e-mail ko Folder:
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Additional Notes on Rules and Alerts

Some rules are client only rules which mean they run only when you are logged into your
outlook account. Server rules do not require you to be logged in and are processed
before client only rules. Rules are also processed based on the order you list them.

If you would like to have messages automatically forwarded to others when you’re not
logged in use the option to redirect e-mail. You cannot combine client only rules and

server rules. So if you want to re-direct e-mail while you’re out of the office (a server
rule) and have that same e-mail placed in a specific folder (a client only rule), you will
need to create two separate rules to do this.

Be careful with the number of conditions included in your rules. Remember if multiple
conditions are specified all of the conditions must be true in order for the rule to be
applied. If multiple exceptions are specified only one of them must be true in order for
the rule not be applied.

The following are treated as messages: delivery receipts, read receipts, voting responses,
and out-of-office notices. Thus, when you create a rule that moves messages with the
word "meeting" in the Subject box, all delivery receipts, voting responses, and out-of-
office messages that meet this condition are moved. Also, if a voting response is moved
out of the In-box, the response is not automatically tracked in the original message.

Accessing Outlook via the Internet does not always trigger client only rules.
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Final Outlook Tools and Tips

Make a commitment today to manage your e-mail more effectively. You can easily
move items from your inbox to your calendar or task list with the drag and drop or cut
and paste features of Microsoft. Since you don’t want to be distracted by e-mail pop up
alerts, because you’re concentrating on your task or don’t want them to show up during a
presentation, turn off the pop-ups that appear whenever you get new mail.

Turning off E-mail Pop-ups

1. On the Tools menu, click Options.

2. On the Preferences tab, click E-mail Options, and then click Advanced E-mail
Options.

3. Under When new items arrive in my In-box, uncheck the Display a New Mail
Desktop Alert (default In-box only) check box.

4. To resume displaying Desktop Alerts, check the Display a New Mail Desktop Alert
(default In-box only) check box.

Resources

Take Back Your Life! Using Microsoft Outlook to Get Organized and Stay Organized, by
Sally McGhee, Microsoft Press, ¢.2005

Peter Kay, CyberCom, HECO executive overview
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Listing of Conditions, Exceptions and Actions

Conditions/Exceptions

Actions

From people or distribution list

Move it to the specified folder *

With specific words in the subject

Assign it to the category category *

Through the specified account *

Delete it

Sent only to me

Permanently delete it *

Where my name is in the To box

Move a copy to the specified folder *

Marked as importance

Forward it to people or distribution list *

Marked as sensitivity

Forward it to people or distribution list as an
attachment *

Flagged for action

Redirect it to people or distribution list

Where my name is in the Cc box

Have server reply using a specific message

Where my name is not in the To box

Reply using a specific template *

Sent to people or distribution list

Flag message for action in a number of days*

With specific words in the subject or body

Flag message with a colored flag *

With specific words in the message header

Clear the message flag

With specific words in the recipient’s address

Mark it as importance *

With specific words in the sender’s address

Print it *

Assigned to category category *

Play a sound *

Which is an Out of Office message

Start application *

Which has an attachment

Mark it as read

With a size in a specified range

Run a script *

Received in a specific date span

Stop processing more rules

Uses the form name form *

Perform a custom action

With selected properties of documents or
forms *

Display a specific message in the New ltem
Alert Window *

Sender is in specified Address Book *

Display a Desktop Alert *

Which is a meeting invitation or update

On this machine only *

* Asterisked items are client only conditions and actions
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Bonus 1: Do Not Deliver Before Option

Delay Delivery 23

Click Message Options.

In the message itself, on the Options tab, in the More Options group, click

Under Delivery options, select the Do not deliver before check box, and then

click the delivery date and time that you want.

After you click Send, the message remains in the Outbox folder until the delivery time.

jessage Options ed
Message sethings Security I
I N lm % Change security settings For this message.
: Sensitivity: INDrmaI 'I Security Settings. .. |
r ‘oting and Tracking options E
3 ™ Use voting buttans: I j "
= ™ Request a delivery receipt For this message L
B ™ Request a read receipk for this message
& Delivery options
e e ki : gelect Mames. ..
1 ¥ Do net deliver before:  [afgz009 | [Eooem |
Attachrent Format: IDeFauIt j
Encoding: IF\utD—SeIect j
Contacks. .. | I
Categories W | [None ]

NOTE | If you are using a POP3 account, Outlook must remain open until the message

is sent. To determine the type of account you are using, on the Tools menu, click
Account Settings. On the E-mail tab, the Type column lists the type of accounts that are

in your active Outlook profile.
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Bonus 2: Color coding e-mail messages

1. On the Tools menu, click Organize.

Ways to Organize Inbox

® Color messages from  ~ Loren Aguino in Red ~ | Apply Color

®  Show messages sent only to mein Elue -

To view or edit your coloring, and for mare advanced options, dick on "Automatic Formatting” above.

T Using Folders

[ Using Colors

. Using Views

2. In the Ways to Organize Inbox dialog box, click Using Colors.
3. After Show messages sent only to me in, click the color that you want in the
list.
4. Click Turn on.
5. Close the Ways to Organize Inbox dialog box.
NOTES

To further customize how these messages appear, such as their font style and
size, click Using Colors, and then click Automatic Formatting in the Ways to
Organize Inbox dialog box.

To turn off the color setting, click Turn off.

To change the color, click Turn off, click the color that you want in the list,
and then click Turn on.
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Bonus 3: Turning off e-mail pop-ups

Desktop Alerts are turned on by default. There might be times when you want to turn
Desktop Alerts off and then on again. For example, if you are making a presentation to a
public audience, you might not want Desktop Alerts to appear on your screen, revealing
information that you prefer to keep private. Although Microsoft Office Outlook will not
display Desktop Alerts when you are running a Microsoft Office PowerPoint
presentation, the display of alerts will resume if you switch to another program or a Web
site during your presentation.

1. On the Tools menu, click Options.

2. On the Preferences tab, click E-mail Options, and then click Advanced E-
mail Options.

3. Under When new items arrive in my Inbox, clear the Display a New Mail

Desktop Alert (default Inbox only) check box.

Options @g
Preferences fMail Setup | Mail Format | Spelling | Other | Delegates | GoldMine Link |
e
; Change the appearance of messages and the way
[ Junk E-mail. .. I [ E-mail Cptions. .. ]
Calendar
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(o0

E-mail Cptions

Message handling

S After moving or deleting an open item: ’returrl to the Inbox V]

[ close criginal message on reply or forward

Save copies of messages in Sent Items folder
Automatically save unsent messages
Remove extra line breaks in plain text messages

. i : | reading mail
[ Advanced E-mail Options... ] l Tracking Options... ]
) | |
On repli

ial= When replying to a message

=3
Ske4 [Indude original message text

When forwarding a message

[Indude original message text

Prefix each line with;
=

[ Mark my comments with:

[ OK J [ Cancel

(2 [

Advanced E-mail Options

Save messages

AutoSave items in:
AutoSave items every: |3 minutes
[ 1n folders other than the Inbox, save replies with original message
Save forwarded messages

When new items arrive in my Inbox

Play a sound

[ Briefly change the mouse cursor

Show an envelope icon in the notification area

[ Display a New Mail Desktop Alert (default Inbox only)

Desktop Alert Settings...

When sending a message

Set importance: [Normal - ]
Set sensitivity: [Normal - ]
[~ Messages expire after: days

[ Allow comma as address separator

Automatic name checking

Delete meeting request from Inbox when responding
Suggest names while completing To, Cc, and Bee fields
Press CTRL+ENTER. to send messages

[ OK ] [ Cancel

NOTE | To suppress other notifications such as playing sounds, changing the

mouse pointer, or displaying an envelope icon in the notification area, clear the Play

a sound, Briefly change the mouse cursor, or Show an envelope icon in the

notification area check box, respectively.
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