Filtering your mail from your mentor

into a specific folder


If you want to put all your mail from your mentor into one folder there is an easy way to do it.  Click on a message form your mentor, go to message ( create rule from message and click.
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From: rofmertor To: G
Subject: this i amessax

To: <pofinentor@supanet. com>
Sent: Saturday, May 19, 2001 11:38 AM.

Subject: this is a message from your mentor

Ja Gilfh

> this is a message from your mentor
>

Create a ule based on the selected message.
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A dialogue box will open – like the one below:-

1. Click in the box that says to move the message to a specified folder, delete the default name for the rule and give your rule a name that is meaningful to you.  

2. Click on the hyperlink (blue underlined text) to create a folder to keep your messages in.
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 Click on “Inbox” to highlight it,  and then click on “New Folder” to create a folder specifically for messages form your mentor. 
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Select your Condiions and Actionsfis, then speciy the values in the Descrption.
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   Give the folder a meaningful name.

Filtering your mail from your mentor into a speciific folder
Page 2 of 2
19/05/01

