How To Setup Rules - Auto Reply

Rule — New Email Address Notification

The ACCD.EDU email server will be decommissioned on December 2007. As a result, ACCD.EDU
email addresses will no longer be available after December 2007. This Help Guide will show you how to
setup a rule to inform people of your new email address. This rule should be created only after your
exchange account (@mail.accd.edu) is setup in Outlook 2003. User can also notify associate about the
email change through the use of email signatures. For more information the signature help guide is
available here >> Signature Line.

e Open Outlook
e From the menu bar select Tools > Rules & Alerts
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e The rules and Alert Dialog box will appear. Select the New Rule button.
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http://www.accd.edu/district/it/pdf/helpguides/New%20E-Mail%20System%20-%20How%20To%20Create%20a%20Signature.pdf

Rules and Alerts

E-mail Rules | Manage Alerts |

Apply changes ko this folder: |Inb0x [Microsoft Exchange Server, accdvm.accd edu] - |

@New Rule... | Change Rule ~ 53 Copy... >( Delete | i  # RunRules Mow,., Options

| Rl {applied in the order shown) | Actions |

Select the "Mew Rule” button to make a rule,

Rule description {click an underlined value to edit):

L Ok J[ Cancel ] Apply

e Select Start from a Blank Rule. Select Check Messages When They Arrive. Click Next.

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

Step 1: 3elect when messages should be checked

s when they ;
Check messages after sending

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

apply this rule after the message arrives

< Back L Mexk = J[ Finish J

e Check Where my Name is in the To or Cc box. Click Next.
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Rules Wizard |z

Which condition(s) do vou want bo checkz
Step 1; Select condition(s)

[ from people or distribution lisk

A
[ with specific words in the subject il
[ through the specified account
[ sent orly ta me

where my name is in the T

] 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 Co b
["] where myv name is not in the To box
[] sent ko people or distribution list

[] with specific words in the body e

l

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

Apply this rule after the message arrives
where my name is in the To box

[ Cancel l[ < Back ]L ek = J[ Finish ]

e Check Have Server Reply Using a Specific Message. Click on A Specific Message (link
located on Bottom portion).
Rules Wizard |Z|

what do wou wank Eo do with the message?
Skep 1: Select actionis)

[ move it ko the specified Foldsr |

O assign it to the category cakegory
[ delste it

[ permanently delete it

[] move a copy to the specified Folder

(] Farwward it o people or disribution list

[ Forward it to people or distribution list as an attachment

[ rediract it ko people or diskribution lisk

[ reply using a specific kemplake

[ flag message For action in & number of days

["] flag message with a colored Flag

[] clear the Message Flag V|

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

Apply this rule after the message arrives
where my name is in the To box

have server reply usingia specific message;

I_ Cancel ][ < Back ]L Mext = JI_ Finish ]

e Create the message as you would like it to appear. You do not have to address the message
to anyone. Provide a Subject. Click Save and Close.
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E® New Fmail Address - Message (HTML)

i File

Edit  %iew Insert Faormat  Tools  Actions  Help

: =l Save and Close

Subject: |New Ermail Address |
ol

Hello,

My yflores@aced. edu email address will no longer be availalbe after December 2007

Please send future emails to my new email address yflores@mail. aced. edu. 3

Thank you,

Yescenia
b
—

e Click Next.
Rules Wizard |Z

What do wou want ko do with the message?
Skep 1: Select actionis)

[ move it ko the specified Foldsr |
O assign it to the category cakegory
[ delste it
[ permanently delete it
move a copy to the specified Folder
(] Farwward it o people or disribution list
[ Forward it o people or distribution list as an atkachment
[ redirect it ko people or diskribution lisk b

[ reply using a specific kemplake

[ flag message For action in & number of days

["] flag message with a colored Flag

[] clear the Message Flag |

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

where my name is in the
have server reply usingd

’_ Cancel J[ < Back ]L Mext = ]’_ Finish J

e Click Next.
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Rules Wizard |X|

Are there any exceptions?

Step 1; Select exception(s) (if necessary)
n if From bt

[ except if the subject contains
[] except through the specified account

[ except if sent anly ta 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 ackion

[ except where my name is in the Cc box

[ escept if my name is in the To or Cc box
[] except where my name is not in the To box
[ except if sent to people or distribution lisk
[] except if the body contains specific words e

[

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

Apply this rule after the message arrives
where my name is in the To box
have server reply using Mew Email Address

[ Cancel J[ < Back ]L ek = J[ Finish J

e Name your rule — ex. My New Email Address. Click Finish.
Rules Wizard |z|

Firish rule setup,

Skep 11 Specifv a name for this rule
|M\; Mew Ermail Address

Skep 2: Setup rule options

[JRun this rule now on messages already in "Inbox"
Turn on this rule

Create this rule on all accounts

Step 3: Review rule descripkion {click an underlined value to edit)

Apply this rule after the message arrives
whete my name isinthe Tobooe
have server reply usingifew Email Address!

[ Cancel J[ < Back ] Mexk =

e Click Apply. Then click OK and Restart Outlook.
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Rules and Alerts

E-mail Rules | Manage Alerts |

Apply changes ko this Falder: |Inb0x [Microsoft Exchange Server, accdvm,accd, edu] w |

ﬁﬁew Rule,,. ChangeRule = 53 Copy.., 'X Delete | @ % RunRules Mow,.., Options

| Rule {applied in the order shown) | Actions |
My Mew Email Address ‘%‘

Rule description {click. an underlined value ko edit);

Apply this rule after the message arrives
where my name is in the To box
have server reply using New Email Address

L [6]4 I[ Zancel J[ Apply J

Congratulations! Your Rule is set up! People who email you will automatically receive your message.
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