Adding a Rule in Outlook for Service Unit Requests

In Outlook, you right click on your Inbox folder and click on
New Folder .
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Process Marked Headers
Change Sharing Permissions...
f Properties
..,ﬂ Convert "Inbox” to Adobe PDF
;,ﬂ Append "Inbox" to Adobe PDE

Name the folder. The example is SUR. Click OK.
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Adding a Rule in Outlook for Service Unit Requests

In Outlook, you will go to “Tools’ >> Rules and Alerts
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Rules and Alerts...
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Under the ‘Email Rules’ tab, click on New Rule
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|| | E-mail Rules | Manage Alerts
| &ﬂew Rule... |fhanoge Rule ~ 53 Copy... >'( Delete | 4 % RunRules Now... Options

|Rule (applied in the order shown) | Actions
Select the "Mew Rule” button to make a rule.

Rule description {dick an underlined value to edit):

[]Enable rules on all RSS Feeds
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Under Step 1 in ‘Stay Organized’, choose Move message from
someone to a folder. Click Next.

Rules Wizard =

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

| .| Move messages from someone to a folder ]

.,3 Move messages with spedfic words in the subject to a folder

3 Move messages sent to a distribution list to a folder
X Delete a conversation
? Flag messages from sameane for follow-up
|
Y

Move Microsoft Office InfoPath forms of a spedific type to a folder

5 Move R5S items from a specific RSS Feed to a folder
Stay Up to Date

5. Display mail from someone in the New Item Alert Window

il Play a sound when I get messages from someone

'@ Send an alert to my mobile device when I get messages from someone ]
I\l | 5tartfrom a blank rule
A Check messages when they arrive
{l=1 Ched: messages after sending

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

Apply this rule after the message arrives
from people or distribution list
move it to the spedfied folder

Example: Move mail from my manager to my High Importance folder

‘ < Back Mext = Finish
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Adding a Rule in Outlook for Service Unit Requests

Under Step 1, make sure the from people or distribution list is
checked.

Which condition(s) do you want to ched:? |

Step 1: Select condition(s) |
v from people or distribution list

| |[] with spedfic words in the subject

[] through the specified account

[] sent only to me

[] where my name is in the To bax

[] marked as impartance

[[] 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

[] 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 redpient's address

[] with specific words in the sender's address

[] assigned to cateqory category 7
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Step 2: Edit the rule description {dick an underlined values)

Apply this rule after the message arrives
from people or distribution list
move it to the specified folder

Cancel | [ <Back || mext> | [ Finish




Adding a Rule in Outlook for Service Unit Requests

Under Step 2, click on people or distribution list

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

Apply this rule after the message arrives
from people or distribution list
maove it to the specified folder

In the Search box, type in Service Unit Requests and then click
on the From -> button. Click OK.
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& ServiceDeliveryCalendar Service Delivery Calendar (405) 325-9336 200F
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8 Sestak, Andrea (H5C) Faculty 405/271-3001 Ext. 4... El
8 Sestak, Mackenzie
& Setavoraphan, Kitt
8 Sethman, Mathan 5.

[T T e o L PO J I [l | L = =] I | g F

1 | ]
-l |Ser'ui::e Unit Requests |




Adding a Rule in Outlook for Service Unit Requests

Under Step 2, click on specified

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

Apply this rule after the message arrives
from people or distribution list
| maove it to the spedified folder

Cancel ]l < Back ]E Mext = ][ Finish

Search for the folder that you setup for your SURs under
your inbox and click on OK
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You will then click Finish >> Apply >> OK.
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