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For creating rules for - =i e @ searec :
new massage at arrival =~ ifesacg | ot A
time go to tools menu |¢; Rules ard At —

M = \a)  Empty "Deleted Ikems" Folder .’_ f
click on rules and alert — [=%gmaries @ - ;x’

E-mail Accounts. ..
# |84 Contacts

Optl O n = (& Deleted Items Customize. ..

L7 Drafts Options. ..

Rules and Alerts 1 [

- —
E-mail Rules | Manage Alerts

K=
&ﬂew Rule... |Change Rule ~ 53 Copy... X Delste | ¢ ¥ RunRules Mow,.. Options

Rule {applied in the order shown) Actions

Select the "Mew Rule" button to make a rale,

Rules and alerts dialog box
will appear. Click on new
rules button.

Rule description {click an underlined value to edit);

QK ][ Cancel
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Rules Wizard |

ule

() Skart creating a rule from a template
(%) Start From a blank rule

— | sStep 1: Select when messages should be checked

SC

Check messages when they arrive
Check messages after sending

Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives

Mext > | [ Finish

Select the form people or
distribution on left check box.
Click on people or distribution
list under the step-2

WWW. NEEMAN-MEDICAL.COM

@

® @ ®©

Rule wizard will open
select the start from a
blank  rule radio
button. Select check
massages when they
arrive and click on
next button
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which conditionis) do wou want ko check?
Step 1: Seleck cnndltlnn(s}

[ ] with sgemﬁc words in the sub]ect
[] through the specified account

[] sent only to me

[] where my name is in the To box

[ marked as importance

[ 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 nok in the To box
[] sent to people or distribution list

[ with specific words in the body
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Step 2: Edit the rule description (click an underlined walue)

Apply this rule after the message arrives
Fromipeople or distribution lisk:

[ Cance| Mexk =
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< Back ”
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Finish
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JRUll Rule Address
o | e
=1 | E-fl Type Mame or Select from List: Show Mames From the: \“
- | | MNeeman w
qd | | & NEEMAN MEDICAL
nRE Display N E-mail £ S I t th d d
T elect the address INTERNATIONAC
A, Kasim A, Kasim (akkasim@n,.. akkas A o
abhishek Kurnar abhishek kumar (abhi... abhist— f I 7 t d I I k
Abul Fateh Abul Khair 5 Abul Fateh Abul Khair... afaksi B rOI I I IS an C I C O n
aditi Parekh aditi Parekh (aparekh.., apare
Ajoy Kumar Ajoy Kumar (akumar,..  akum: O K b utto n
amman Ahmad Rizvi arman Ahmad Rizvi (a... aarizv "
Amar Math Amar Math {anathi@n... anath — —
annresh Kumar amresh Kumar {am nres f ’
L Anitha Sathish anitha Sathish {asathi... asath 2 ¥
u anjala Sikri anjala Sikri (asikri@ne. .. asikrid = f /
T anuradha 5. anuradha 5. (anurad... anura A
anarna Nikin Chavande anarna Mitin Chavand. .. anche
< | b
[ From -= ] |.¢\mresh Kurnat {amreshkumar@nesmanasia. com) |
: o] (oo F . .
- e an 2>
e
= & | What do you wankt ko do with the message?
[ Cancel ] ’ < Back ][ Mext = ] [ Fimish — [ E-mail Rule S W —
o= —] . T E e
- |l§ hlew R ko the fFolder ~

| assign it ko the cateqaory categary
Rule | defete it

[ permanently delete it

[] move a copy ko the specified Folder

Se I ect m Ove it to th e S peC ifi ed [ Forward it to people or distribution list

[ forward it to people o distribution lisk as an attachment

[ ] reply using a specific template =
fo I d e r CheC k bOX fro m Ste p_ 1 [ flag message For action in a number of days
(1 flag message with 2 colored flag

and click on specified in step- é;:‘;:;;::::;;zfs:nifg
2. prink it w

Rule descr

Step 2: Edit the rule description {click an underlined value)

Apply this rule after the message arrives
from Amresh Kumar (amreshkumar@neemanasia.com)
move it to theispecified folder
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i Wyhat do you want to do with the message?
E-mail Rule Step 1: Select action(s)
i|<j- Mew R maove it ko the specified Folder -
TRued |4 Rules and Alerts
E E Choose a folder:
O- = 5% dschauhan (o4
(i [ ) &mresh
Cr {a] Deleted Items i
L1 [ 3 Inbox
Ll L= Outbox boie
e L= Sent Items
O
04 d
Rule descr
Step
ApR
frar
ma
Cancel ] [ < Back ][ Mexk = ] [ Finish

If you want to put any
exceptions then select
that particular check
box and click on next
button
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If your name already created

folder

then select it or click

on new button create folder
and then click on OK button

FEmm

S Rules Wizard

K=
1 | E-mail Rule|
K=
| [ e
Rule
Rule descr

Are there any exceptions?
Step 1: Select exception(s) (if necessarv)

[ ] except if the sub]ect contalns sgeuflc wu:uru:l
[] except through the specified account

[] except if sent anly ko me

[] except where my name is in the To box

[] except if it is marked as imporkance

[] except i it is marked as sensitiviky

[] except i it is flagged For action

[] except where my name is in the Cc box

[] except if my name is in the To or Cc box
[] except where my name is not in the To box
[] except if sent ko people or distribution lisk
[] except if the body contains specific words
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Step 2: Edit the rule description {click an undetlined walue)

Apply this rule after the message arrives

from Armresh Kumnar (amreshkumar@nesmanasia,com)
and on this machine only

move it to the Amresh Folder

Cancel ][ < Back ” Mext = ][

Finish

Apphy
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| tmresh kumar (amreshkumar@neemanasia, com)

~—————— Finish rule setup,
E-rnail Rule
—————— 3kep 1: Specifv a name for this rule
|25 New § |

Rule
Step 2: Setup rule options

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

Turn on this rule

Create this rule on all accounts

Skep 3 Review rule description {click an underlined walue bo edit)

Apply this rule after the message arrives
from Amresh Kumar {amreshkumar@neemanasia.com

Rule descr|
and on this machine only

move it to the Amresh Folder

Cancel ]l < Back.

Finish

Apply -

Select the rule and check on
apply and click on OK button
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Select the turn on
this rule check box
and click on finish
button

Rules and Alerts

E-mail Rules | Manage Alerts

éﬂew Rule... Change Rule = 53 Copy... >( Delete | + & Run Rules Mow... Options

Amresh Kumar {amreshkumar@neemanasia, cam)

Rule {applied in the order shown’ Actions

Rule description {click an underlined value to edit):

apply this rule after the message arrives

From gmresh kumar (amreshkumar@neemanasia, com)

and on this machine only
move it ko the Amresh Folder

a4 ][ Cancel ][ Apphy

USA ¢ INDIA « LATIN AMERICA « EUROPE





