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Set up rules to back up your inbox.

We will set up rule to backup inbox and provide a tutorial for faculty, staff,
students, and alumni. This rule moves a mail copy to the specified folder for
keeping.
Advantages : In case of loss or accidental deletion, 1t will not affect the emails
backed up 1n the backup folder.
Disadvantages - You cannot back up emails from custom personal folders, only
inbox emails can be backed up.

1. Click [File] — [Rule] — [Manage Rules & Alert] .
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2. Click [New Rule] .

Rules and Alerts >

Email Rules  Manage Alerts
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Select the "™Mew Rule™ button to make a rule.

Rule description [click an underlined value to edith:

|:| Enable rules on all messages downloaded from R55 Feeds

Cancel Apply
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3. Select [ Apply rule on messages I receive]) , and click [Next] .

Rules Wizard *

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
E‘tl Move messages from someane to a folder
El:l Move messages with specific words in the subject to a folder
E‘l:l Move messages sent to a public group to a folder
FD Flag messages from someone for follow-up
EJ:I Move R55 items from a specific R55 Feed to a folder
Stay Up to Date
E‘ Display mail from someone in the New ltem Alert Window
‘(]IJ] Play a sound when | get messages from someaone

D Send an alert to my mobile device when | get messages from someone
Start from a blank rule

1 Apply rule on messages | receive
)= Apply rule on messages | send

Step 2: Edit the rule description (click an underlined value]

Apply this rule after the message arrives

Cancel < Back Finish

4. Proceed to the next step without selecting any conditions.

Rules Wizard *

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

["]ifrom people or public group s
[] with specific words in the subject

[] through the specified account

[] sent only to me

[] where my name is in the Ta 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 Ccbox

["] where my name is not in the Ta 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 category category b

Step 2: Edit the rule description [click an underlined valueg)

Apply this rule after the message arrives

Cancel < Back Finish




) HAMR T RIA% P s

% Computer and Information Networking Center

5. Pop up the confirmation window, click [Yes]) .

‘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 anly to me

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

[] marked as sensitivity I
i/ -

Microsoft Outlook *

| This rule will be applied to every message you receive, Is this correct?

Yes Mo

||:| with specific wards in the recipient’s address
[] with specific words in the sender's address
[] assigned to category categary b
Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives

Cancel < Back Mext = Finish '

6. Select action, check the [ move a copy to the specified folder] .
Edit the rule description, click [specified]) to set the location, and click [Next]) .

Rules Wizard *

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

[] move it to the specified folder A~
["] assign it to the cateqory category

[] delete it

——EerTERE At

imove a copy to the specified folder

HHforward it to peopteor potticgron

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

["] have server reply using a specific message

[] reply using a specific template

[[] flag message for follow up at this time

[] clear the Message Flag

[7] clear message's categories

[] mark it as importance

[] print it

[] play a sound

["] mark it as read

[7] stop processing mare rules b

Step 2 Edit the rule description [click an underlined value]
Apply this rule afterthe message arrives
move a copy to thie specified fplder

Cancel < Back Finish
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7. You can choose the folders or click [Add] to add it.

click [OK] return to the original window, and continue to the next step.

Rules and Alerts >

Choose a folder:

(E ] @ntu.edutw | oK |
v f=b iy Folder

b by
] inbox backup Cancel
Eleted Items

Mew...

8. Click [Next]) without selecting any rules.

Rules Wizard X

| Arethere any exceptions?
Step 1: Select exception(s) (if necessany

[ |iexcept if from people or public group n
[ exceptif the subject camntains speaticwards

[] except through the specified account

[] except if sent anly to me

[] except where my 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 action

[] except where my name is in the Cc box

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

[] except where my name is not in the To box

[] except if sent to people or public group

[] except if the body contains specific words

[] except if the subject or body contains specific words
[] except if the message header contains specific words
[] except with specific words in the recipient's address
[] except with specific words in the sender's address
[] except if assigned to category category b

Step 2: Edit the rule description (click an underlined value]

Apply this rule after the message arrives
on this computer only

move a copy to the inbox backup folder

Cancel < Back Finish
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9. Fill in the [Rule name] ,
check [Run this rule now on messages already in  “inbox backup” ] to
back up previous emails as well.

After clicking [Finish]) , Incoming emails will be backed up to the specify
folder according to the rule.

Rules Wizard >

| Finish rule setup.

Step 1: Specify a name for this rule

inbox backup

Step 2: Setup rule options

Run this rule now on messages already in “inbox backup”

[]Turn on this rule

Create this rule on all accounts

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

Apply this rule after the message arrives
on this computer only

.....................................

Cancel < Back Mext =




