IRBNet User Manual

CREATING EMAIL FILTERS

Due to the amount emails sent by IRBNet, email filters can be created to move them from your Inbox to

another folder.
1. Onthe Tools menu in Outlook, click “Rules and Alerts.”

[iv Inbox - Microsoft Outlook
EEiIe Edit  View Go | Tools | Actions Help

igdNew - | @3 X Send/Receive »

Instant Search 3

E_'_;:]Search -I“‘_'}Sync 7

Address Book...  Ctrl=Shift=E

Mail
30 Organize
Fawvorite Folders
L__.f] Inbox (2) ﬁ Rules and Alerts...
L& Unread Mail (105] UUT OT LTTICE AS515Tant..,

O For Foliow Up

L;_-] Sent tems Mailbox Cleanup...

2. The Rules and Alert screen opens. Click “New Rule.”

Rules and Alerts

E-mail Rules Iﬁnage Alerts

!

éﬂew Rule..) Change Rule = 53 Copy... X Delete & % PRunRules Mow,,, Options

Clear categories on mail {recommended)

e \up,_lﬁe':l in the order shown) Actions
HPCwire L
507 2 b
AHRG 3
Sz 5
SAP emails 5

Rule description {click an underlined walue to edit):

Apply this rule after the message arrives

FromHPCwireSubscriberServices@nl, clickability . com or hpocloudweek)
move it b the HPCwire Folder

£

%

[C]Enable rules on all RSS Feeds

Ok

l [ Cancel
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3. The Rules Wizard will open. Under “Stay Organized”, select “Move messages with specific words in
the subject to a folder” and then click “Next.”

Rules Wizard [g|

Start from a template or from a blank rule
Step 1; Select a kemplate

Stay Organized

% Maove messages From someone to a folder
.3 Mowe messages with specific words in the subject to a Folder I

4 Move messages sent ko a distribution ist b a Folder

>< Delete a conversation

? Flag messages from someone For Follow-up

3 Maorve Microsoft Office InfoPath Forms of a specific bype to a folder

5 Move RSS ikems From a specific RSS Feed to a Folder
Stay Up to Date

= Display mail from someane in the New Tkem Alert Window

il Play a sound when I get messages from someone

a Send an alert o my mobile device when I get messages from someone
Start from a blank rule

| check messages when they arrive

=1 Check messages after sending

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

Apply this rule afker the message arrives
from people or diskribution lisk
move it ko the specified folder

Example: Move mail from my manager to my High Importance folder

Next> | | Finish
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4. Check “with specific words in the subject.” The rule will appear in the box below. Click “specific
words” in the box below.

Rules Wizard [Z|
wehich condition(s) do waou want ko check?
Step 1: Select condition(s)

r ith specific words in the subject
1 rrom people or diskribukion lisk
[] through the specified account
[ sent anly ko me

[ where my name is in the To box
[ marked as importance

[] marked as sensitiviky
[] 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 nat in the To box

[] sent to people or distribution list

[ with specific words in the body

[ with specific waords 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 ko cakeqory categary

1154

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

Bpelekbd s=bE Message arrives

wilh specific words ifjkhe subject

=d Folder

Zancel ][ < Back ” Mext = l[ Finish
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5. The Search Text box will open. Enter “Signature Notification” in the Search Text box and click “Add.”

Rules Wizard

Which condition{s) do wou want to checks
Step 1: Select conditionis)

Rules and

N [] From people or distribution lisk S
E-mail Rl ==
] malRUe with specific words in the subject
5t [] through the specified account
2] Mew R
5 |®i [] sent anly ta me
_| |Rule {f |[] where my name is in the To box
' HPCw ;
h g >earch Text
i AHR
Specify waords or phrases ko search for in the subject:

i ng %
W SAR & |Signature Makification | i Add ] %

Clear

) Search hsk:
a Rule descr
e | | Apply thil Remove
15 Fram HP Jobsi@nl

e it £
m
[ |

with specific words in the subject
i | £ k]
" [ ]Enable
)i
T
— Apphy
hat the fo
[ Cancel ] [ < Back ][ Mexk = ] [ Finish

[44707 -4 re—r—
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6. Click “specified” in the box below.

Rules Wizard

X]

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

with specific words in the subject -
[ From people o distribution list

[] through the specified account

[ sent anly ta me

[] where my name is in the To box

[7] marked as importance

[7] marked as sensitivity

["] Alagged far ackion

[] 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 B
[] sent to people or distribution lisk

[] 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 cakeqary category t

Step 2: Edit the rule descripkion (click an underlined walie)

Apply this rule after the message arrives
with Signature Motfication in the subject
move it to thieispecified!

Cancel ][ < Back ” Mext = ][ Finish
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7. Select the folder you would like the emails to be moved to. If the folder is not created, you can
create a new folder by clicking on “New.”

Rules and Alerts

Choose a folder;

;‘*;ﬁ Calendar
|85 Contacts
| Conmversation History Cancel
(&) Deleted Ttemns
L7 Drafts [1] Mew. ..

= [ Inbox (2}

[ RIREMNeE Signature Mokification
4 Journal
L@ Junk E-mail
| Motes
L= Outbox

[ Personal Warkspace
L R3S Feeds
=5 Sent Ttems

I

[

ds

(£
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Click “Next” to move on.

-

1l =1

I N

(o]

Rules Wizard

What do you wank ko do with the message?
Step 1: Select action(s)

maove it ko the specified Folder S
[] assign it to the cateqgory category y
[] delete it

[] permanently delete it

[ mowe a copy ko the specified folder

[ forward it to people or distribution lisk

[] Forward it o people o diskribution lisk as an attachment

[] redirect it ko people or diskribukion lisk

[] have server reply using a specific message
[] reply using a specific template
[] Flag message For Follow up at this time
[7] clear the Message Flag
[ dear message's categaries
[ mark it a5 importance B
[ prink it
[ play & sound
[] start application
[] mark it as read bt
Step 2 Edit the rule description (click an underlined value)

Apply this rule after the message arrives

withiSignature Motificationfin the subject

miove it ko the [REMet Signakure Motification Folder

Cancel ] [ < Back H Mexk = l [ Finish

Once the folder is selected, hit “OK.” The rule will appear in the lower section of the Rules Wizard.
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Click “Next.”

(n1}

[w] ]

Rules Wizard

are there any exceptions?
Skep 1 Select exception(s) {if necessary)

[ iexcept if From people or distribution lisk

[] except if the subject contains specific words

[ except through the specified account

[ except if sent anly ko me

[ except where iy name is in the To box

[ except if it is marked as importance

[] except if it is marked as sensitivity

[] except if it is Flagged For ackion

[] except where my name is in the Cc box

[] except if my name is in the To or Cc box

[ except where iy name is not in the To box

[ except if sent to people or distribution list

[ except if the body contains specific wards

[ except if the subject or bady contains specific words
[] except if the message header conkains specific words
[7] except with specific words in the recipient's address
[] except with specific words in the sender’s address
[] except if assigned to category category

1154

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

apply this rule after the message arrives
with Signature Motification in the subject
rnove it to the IRERet Signakure Motification Folder

Cancel ] [ < Back Mext =

| Finish

The next screen will allow you to choose any exceptions. No exceptions are need for this purpose.
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10. The final Rules Wizard box appears. Enter a name for your rule. Check “Run this rule now on

messages already in Inbox” and “Turn on this rule.” Confirm the box at the bottom is correct. Click
“Finish.”

Rules Wizard le

Finish rule setup.

Step 1: Specify a name For this rule

Signature Matification

Skep 21 Setup rule options
un this rule now on messages already in "Inbox"

urn on this rule

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

apply this rule after the message arrives
with Signature Motification in the subject

Cancel ][ < Back

11. Your rule should now show up in your Rules and Alerts list.

Rules and Alerts

E-mail Rules | Manage Alerts

Lﬁ-ﬂew Rule... Change Rule = 53 Copy... >( Delete + % RunPRules Mow... Cptions

Rule {applied in the arder shown) Ackions S
Sigrature Motification A5

12. Any “Signature Notification” emails that were in your Inbox should be moved to the folder you
designated.
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