Message rules - filtering email


Set up an email address/account specifically for your NOF training/mentoring – Supanet offer free accounts that are not only web based, you can set up a hotmail account through Outlook Express.

Open Outlook Express as normal and then choose tools ( message rules.
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  If you have no message rules yet the window will be empty!  Click on “new”.
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Select your Condiions and Actionsfis, then speciy the values in the Descrption.
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Click next to Where the To line contains and also /Move it to the specified folder.  Now click on the blue hyperlink that says “contains people” and tell it the name of your new email address, then click on the “specified folder” blue hyperlink and create a folder to save your NOF email into.
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Click “Add” and OK for the select people box, and OK, then OK again for the move to folder box.
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Select your Condiions and Actionsfis, then speciy the values in the Descrption.

1. Select the Conditions for your rule:

01 Where the Fiom ine cortains people |

£3 | 0 Where the Subiecne cortains speciic wards

"¢/ | O Wherethe message bady contansspectic wards
e the To e continspeorle

L«

2. Selectthe Actons for your ule:

fove it o the speciied folder
O3 Copyitto the specified older
DlDeleteit

O Forward it peaple

L

L«

3. Rule Desoiption (lick on an underined value to edi i

[Acply this ule after the message arives
[Where the Ta e contains nofaring’
Move it o the NOF tuaring folder

4 Name of the e
[NOF Training

=

R e 3l

st | 4O @ * @5 || E)ceita M. EFresser.. [[EISNIN | B Messace.| |3 SR @M —BE) 0552




     

Give your rule a name.  All new mail for this email address will now be filtered into the new folder.
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