Nebraska State Court Administrator’s Office

Creating Inbox Rules
Microsoft Outlook 2010-2013




Creating INBOX RULES in Microsoft
Outlook

This guide is designed for Microsoft Outlook 2010 and 2013. You should not have any issue while you

are creating inbox rules whether you are using Microsoft Outlook 2010 or 2013. However, there could
be different screen displays for Microsoft Outlook 2013 users. Please be advised that the screenshots

were taken from Microsoft Outlook 2010.

1. Click Inbox

4 lian.pau@nebraska.gov
Inbox
LA Drafts
=7 Sent Items
b @ Deleted Items
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4 [ 3 District Court
A 4 Civil
L@ Junk E-Mail
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2. Microsoft Outlook has already selected the Home tab. If it is not, Click
the Home tab.
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There are no items to show in this view.
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Click the Down Arrow at Rules.
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{a] Deseted Itemy

Select Manage Rules & Alerts ...

e 3a

Rules |OneNote Assign Unreac
x I | Poliy~ Read

| Always Move Messages From
Always Move Messages To: N
Always Move Messages To: H

Always Move Messages To: Tt

‘ \.\_'7 Create Rule...
3 (¥ Manage Rules & Alerts...

Rules and Alerts Window will be displayed. Click New Rule.

9
A

Artign

Policy ~

-
Rules and Alerts g

E-mail Rules | Manage Alerts |
@ Mews Rule... |Change Rule ~ 3 Copy... 24 Delete — * Run Rules Mow... 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 messages downloaded from RSS Feeds
g':.‘ There are rules created with a different version of Outook or Outdook Web Access that are not shown
[ Ok | [ cancel | Apply
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6. Rule Wizard Windows will be displayed. Select Move messages from

someone to a folder.

-

Rules Wizard

=)

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

Stay Organized

.lj Move messages from someone to a folder

o

1 Move messages with spedfic words in the subject to a folder

-.j Move messages sent to a public group to a folder
? Flag messages from someone for follow-up

.Ij Move Microsoft InfoPath forms of a spedific type to a folder

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

<. Dizgplay mail from someone in the New Item Alert Window

ifl Play a sound when I get messages from someaone

Ili Send an alert to my mobile device when I get messages from someone

Start from a blank rule
= Apply rule on messages I receive
‘=1 Apply rule on messages I send

Click Next.

In the Rules Wizard Window, under “Which conditions(s) do you want

to check? ¢, the Check Box from people or public group is already

selected. Click the Check Box to deselect it.

Rules Wizard

25|

Which condition(s) do you want to chedk?
Step 1: Select condition(s)

‘from people or public group

[] with specific words in the subject

[] through the spedfied account

[] sent only to me

[ where my name is in the To bax

[] 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 not in the To box

[] sent to people or public group

[] 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 spedific words in the sender's address

m
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9. Click the Check Box with specific words in the subject to select it.

Rules Wizard E

Which condition(s) do you want to cheds?
Step 1: Select condition(s)

(] from people or public group
[] through the specified account

[] sent anly to me

[] where my name is in the To bax

[ 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 not in the To box

[] sent to people or public group

[] with specific words in the body

[] with specific words in the subject or body
[] with spedific words in the message header
[] with spedific waords in the recpient's address

*

m

10. Under Step 2: Edit the rule description (click an underlined value);

Click specific words.

Rules Wizard I&

Which condition{s) do you want to check?
Step 1: Select condition(s)

[] from people or public group

with spedfic words in the subject

[] 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 not in the To box

[] sent to people or public group

[] 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 recipient's address
[] with specific words in the sender's address
[] assigned to cateqory category 57

[ »

m

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives
with spedfic we
move it to thei i
and stop processing more rules

[ Cancel ] [ < Badk ][ Mext = ] [ Finish ]
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11. There is a textbox under Specify words or phrases to search for in the
subject: Type [case name] in the textbox. For example, we will be typing
only D93 CI for the case: D93 CI-14-0000023. This way all case types of
D93 CI will go into a specified folder. This can be done for any case types

you would like.

Ll PR F——

Search Text M

Specify words or phrases to search for in the subject:

pssc

Search list:

12. Click Add

frasit — " Aeiibl

Search Text @

Specify words or phrases to search for in the subject:
e
Search list:
Remove
oK ] [ Cancel ]
13. Click OK

5|Page



14. Click specified
i Rules Wizard ﬁ

Which condition{s) do you want to check?
Step 1: Select condition(s)

[] from people or public group -
with specific words in the subject

[] 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 not in the To box

[] sent to people or public group

[] 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 recipient's address
[ with specific words in the sender's address
[] assigned to cateqgory category 57

m

Step 2: Edit the rule description (dick an underlined valug)
Appl}g___ﬂ]is rH!e after the message arrives
withiD93 CI-in the subject
move it to the spedfied folder
and stop processing more rules

’ Cancel ]’ < Back ][ Next > l’ Finish l

15. Rules and Alerts Windows is displayed again. Then, select District Court
folder that you have created because you know D93, where D means
District and 93 is the county number. For County Court folder, you may be
doing the same thing. For example, C93.

Rules and Alerts

Choose a folder:

4 (2 lian.pau@nebraska.gov »
L Inbox
L7 Drafts
[ Sent Items
) @ Deleted Items
fﬁ Calendar
% Contacts
» [ County Court
4 |1 District Court |
3 CI Civil
éﬁ Journal

L& Junk E-Mail ¥

e g

m
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16. Click OK
17. Click Next

Rules Wizard

Which condition{s) do you want to check?
Step 1: Select condition{s)

[] from people or public group

with specific words in the subject

[] through the specified account

[1 sent only to me

[ where my name is in the To box

[ marked as importance

[ marked as sensitivity

[1 flagged for action

[ where my name is in the Cc box

[1 where my name is in the To or Cc box

[1 where my name is notin the To box

[] sent to people or public group

[ 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 recpient's address
[ with specific words in the sender's address
[] assigned to category category

Step 2: Edit the rule description {dick an underlined wvalue)
Appl}f i e after the message arrives
withiD93 CI the subject
mowve it to the District Court folder
and stop processing more rules

1]

[ Cancel ] [ = Badk ]l Mext =

Finish ]

18. Click Next again.

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules

move it to the specified folder

[] assign it to the cateqory category

[] delete it

[] permanenty delete it

[] mowve a copy to the specified folder

[] forward it to people or public group

[] forward it to people or public group as an attachment
[] redirect it to people or public group

[1 hawve server reply using a specific message
[1 reply using a specific template

[] flag message for follow up at this time

[] dear the Messaage Flag

[] dear message's categories

[] mark it as importance

[ printit

[ play a sound

[] start application

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after the message arrives
with D23 CI-in the subject
move it to the District Court folder
and stop processing more rules

m

[ Cancel ] [ < Back ][ Mext =

J |

Finish |
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19. Click Next again.

Rules Wizard

Are there any exceptions?
Step 11 Select excepuon(s) of necessary)

| Hexcept if from

|| mxcept if the uubj-rc contmine mgmﬁ_g_yygrd_!
[ ] except through the specificd account

| _I except if sent only to me

| ] except where my name is in the To box

[ ] exceptifitis marked as importance

[ 7] wxcopt ifit in marked as gunpitivity

|| exceptifitis lagged for action

|| except where my name iz 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

[ ] mxcapt if sant to puoply o public Qr QR

| ] exceptif the body contains &

|_| except if the subject or body containe gpecific words
[ ] except if the message header contains gpacfic words
|| except with zpecific words in the recipient’'s address

| ] except with gowcific wards in the senderc's address

[ ] except if assigned to category category

Step 2: Bdit the rule description (click an underlined value)
Apply this rule after the message arrives

with D923 CL in the subject

move it to the Digtrict Court folder
and stop processing more rules

e

cancel | [ <Back [ mext= | [ Finish

20. Click Apply

Rules and Alerts

E-mail Rules | Manage Alerts |

||ﬁ- Mew Rule... |Change Rule = E3 Copy... X Delete

v Run Rules Mow,., Options

|F‘.ule (applied in the order shown)

| Actions

D93 CI-

I

Rule description (dick an underlined value to edit):

Apply this rule after the message arrives
with D23 CI-in the subject
move it to the District Court folder

and stop processing more rules

Enable rules on all messages downloaded from RSS Feeds

& There are rules created with a different version of Outlook or Qutook Web Access that are not shown

ok J[ cancel ||

Apply ]|
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21. Click OK
22. Under Step 1: Specify a name for this rule, Type [name] for your rule if

you want a specific name. Otherwise, you can use the default name.
Rules Wizard et S

Finish rule setup.

Step 1: Specfy a name for this rule
Da3 CI-

Step 2: Setup rule options

[] Run thig rule now on messages already in “Inbox™
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with D93 CI-in the subject
move it to the District Court folder

and stop processing more rules
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23. Click Finish

Rules Wizard u

Finish rule setup.

Step 1: Specfy a name for this rule
Da3 CI-

Step 2: Setup rule options

[] Run thig rule now on messages already in “Inbox™
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (dick an underlined value to edit)

Apply this rule after the message arrives
with D93 CI-in the subject
mave it to the District Court folder

and stop processing more rules

Cancel ] [ < Back Mext =
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