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Outlook menu

1. Tools
2. Rules and Alerts
21x|

E-mail Rules IManage Alerts |

Lﬁuew Rule... Change Rule ~ 23 Copy... g% Delete | & & RunRules Now... Options

| Rule {applied in the arder shown) | Actions -
‘ezt or *.deor ! f&" J
209.254,40,90 ke
"CZ or'RU B
keromail.com oy
Melissa Weeks 25
PayPal 125
CHN &M Cuickfews 125
Jay Abramson (23 &

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
with ,biz in the subject or bady
permanently delete it

and skop processing more rules

Ok I Cancel Apply

New rule
Start with a blank rule
%l

S

" Start creating a rule from a template

Ch &
Check messages after sending

Step 2: Edit the rule description (click an undetlined value)

Apply this rule after the message arrives

Cancel | = Back I Mext = I Finish I

6.
7. Next

8. With Specific words in the Subject or Body
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Which condition{s) da vou want to check?
Step 1: Seleck condition(s)

[ ] where my name is in the To box

[ ] marked as importance

] marked as sensitiviey

[] Flagged for action

[ ] where my name is in the Cc box

[ ] where my name is in the To or Cc box
[ ] where rmy name is not in the To bosx
[ sent to people or distribution list

[ with specific words in the body

[ with specific words in the recipient's address
[ with specific words in the sender's address

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

.C\ppli e after the message arrives
ithispecific wordsin the subject or body

Cancel | < Back. I Mext = I
9

Finish

10. Click on the blue specific words
11. type “.biz”

Specify words or phrases to search For in the subject or body:

I.biz

Search lisk:

Remoyve

\— x

12.

13. Add
14. OK
15. Next

)4 | Cancel |
Rules Wizard |
What do vou want to do with the message?
Skep 1: Select action(s)
[ e it ko the specified Folder -

[ assign it ta the cateqary categary
[ ] delete it

B permanently delete ik

[ e a copey ko the specified Folder
[ Farward it ta people ar distribution lisk

[ Farward it ko people or distribution lisk a5 an atkachment
[ reply using a specific template

[ flag message for action in a normber of days

[ flag message with a colored Flag

[ clear the Message Flag

[ ] mark it as importance

[ prirk it

Step 2: Edit the rule description {click an undetlined walue)

apply this rule after the message arrives
with ,biz in the subject or body

Cancel < Back I Mext = I

Firish

16.
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17.
18.

19.
20.

21.
22.

23.

Permanently delete it

YES

Xl

& All messages deleted by this rule will be gone From your mailhox with no way bo retrieve them. Are you sure you want the permanent delste action?

No

Next

Next

Finish

x|

Finish rule setup,

Step 1: Specify a name For this rule

Step 2: Setup rule options

[~ Run this rule now on messages already in "Jog R
¥ Turn on this rule

[™ | Greate this rule o all accounts

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

apply this rule after the message arrives
with .biz in the subject or body
permanently delete it

and skop processing more rules

Cancel | < Back | [dExt = | Finish I

24. OK

25.
26.

Rules and Alerts

E-mail Rules IManage Blerts |

x|

Lf} Mew Rule... Change Rule = 53 Copy... X Delete | & @ RunRules Mow... Options
| Rule {applied in the order shown) | Actions -
'.c2' or "*.de’ or .ru P _I
209.254,40,90 P
O or LR §t"
keromail.com P
Melissa Weeks 253
PayPal (25
CHN AM QuickMews (25
Jay Abramson 25 -
Rule description {click an underlined value to edit):
Apply this rule after the message arrives
with ,biz in the subject or body
petmanently delete it
and skop processing more rules
oK I Cancel Apply

DONE
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