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How to use the Rules and Filters option

The option Rules and Filters is useful when you want to apply a specific automated rule or filter to more
than one e-mail. This useful feature can be applied to e-mails you will be receiving and automatically sort
them to a specific folders under My Inbox view.

In this scenario | will be creating a ruleffilter which will add all e-mails that have and attachment of 1
or more and the subject of the e-mail contains the word TFSA . Any e-mails that meet both of these
rules will be moved to my UVC Shared Folder.

1. Click on File and Options and Preferences...

) UVC - Universal Village Collaboration Suite
File View Message Messenger Go Tools Window Help
Undo Delete "Template reply” Ctrl+Z

Sign Out
Swiitch Identity..
Refresh/Reconnect

Edit Personal Information...

Import
Export >
Mail Merge...

Change Password

Account Maintenance...

Options and Preferences..

Print Preview...
Print... Ctrl+P

Work Offline

Exit

2. Click on the Messenger option and then Rules and Filters.

) Options and Preferences X

“.,, General S Rules and Filters

Enabled New Filter

T PUBTe Profile Filter Name

2] privacy Delete
[2] Account Setup

] Messenger Options
Message Options
Message Folders
[&] chat Window

[3] Signatuce

e rerTOTTCOTTITETTE
[&] Vacation Respender
3] Safe Senders

[&] Quick Actions

8 Media

Edit

I contact
27" Task

B\ Colendar
“ Note
-S_:{,; Project

B Filestore

Run selected filter(s) on: | Inbox ~ Run Now

3. Click on the New Filter button to add a new filter.

() Options and Preferences X

. General =/ Rules and Filters

=/ Messenger
[&] Public Profile Filter Name Enabled (( MewFitter )

Privacy Delete
Account Setup
Messenger Options
Message Options.
Message Folders
Chat Window
Signatures

Rules and Filters
Eroticon Themes

Edit
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4. Specify a name for this filter under Filter Name.

) Rules and Filters pe

A Filter Name |New Filter

For incoming messages that:

O Match all of the following ® Match any of the following

Subject contains -
Perform these actions: 3 Delete New Action
Move Message To Folder Inbox

Cancel

5. For incoming messages that section select if you
want to:
- Match all of the following (all rules will need to
match to get this filter action to work)
- Match any of the following (any of the rules
need to match to get this filter action to work)

In my test scenario | want all e-mails that contains
the word TFSA as an e-mail subject and that also
have an attachment of 1 or more to be moved to my
UVC Shared Folder. In this case | will select the
Match all of the following option because | want
both rules to be applied to any new e-mail that |
receive.

O Rules and Filters x®
Filter Name | TFSA email filter

wing O Match any ofthafollowlng)
Subject <ontains -
Perform these actions: 3 Delete New Action

Move Message To Folder

Inbox

6. Next you will need to click on the drop down menu to select your first rule. Notice the available choices
you have at your disposal to setup your rules. In this test scenario | will select the option Subject:

O Rules and Filters x

Filter Name TFSA email filter
For incoming messages that:

O Match all of the following (@ Match any of the following

fumm | v\]mntams -
-
From

Body

Mail Account
Sent Date
Priority

o ¥ Delete New Action
Cc

Size

lunk
|Attachment

Inbox

7. Repeat the same process as above but this time for the second drop down box. In this scenario | will

select Contains as the option for Subject.

) Rules and Filters X

Filter Name | TFSA email filter
For inceming messages that

© Match all of the following @ Match any of the following

Subject ontains IS +

doesn't contain
is

isn't

b with

ends with y.
Perform these actions: ¥ Delete New Action

Move Message To Folder Inbox
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8. Finally add the keyword you want the rule to apply the the Subject Contains.

) Rules and Filters

Filter Name TFSA email filter
For incoming messages that:

® Match all of the following O Match any of the following

—
Subject contains (2 ) +

Perform these actions:

¥ Delete New Action

Move Message To Folder Inbox

9. To add a new rule simply click on the + symbol.
Repeat the same process until you have added all the rules for your new filter.

) Rules and Filters

Fitter Name | TFSA email filter
Forincoming messages that:

@® Match all of the following () Match any of the following

x (O Rules and Filters

Filter Name | TFSA email filter
Forincoming messages that:

@® Match all of the following (O Match any of the following

Subject contains TFSA + Subject contains TFSA -
Attachment is greater than 1
Perform these actions: MNew Action Perform these actions: % Delete New Action
Move Message To Folder Inbox Move Message To Folder Inbox
oK Cancel Cancel

10. Once your done adding your rules/filters you will need to specify the action those rules/filters will do
when they are met.

Under Perform these actions | will click on the drop down box to select the option Move Message To
Folder and then select the UVC Shared Folder from the available listed folder.

O Rules and Filters X

Filter Name TFSA email filter
Forincoming messages that:

O Match all of the following ®) Match any of the following

Subject contains TFSA +

Attachment is greater than 1

Perform these actions: ¥ Delete New Action

Move Message To Folder 1| UVC Shared Folder
Move Message To Folder

Copy Message To Folder
Forward Message

Reply with Template
Mark as Read
[Mark as Unread
Delete Message

Cancel

Flag for Follow up
lApply Category
Mark as Junk
[Mark as Not Junk =

11. Click on the OK button to save your new filter.

Now when you receive a new e-mail that meets both those rules it will be automatically be moved over to
the folder you selected:

UVC Shared Folder
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= = I : = " =
= nbox &0 Contacts T Tasks B Calendar |\ Motes 8 Projects E File Store 507 Analytics Dashboard

My Inbox ~ v 4| [ Exciude sunk Uneese |
Message folders | = ] From Subject Received ® Size
B Inbox Welcome message from UVC Wed, Oct 21 651 bytes
6 Outbox i} Please review the TFSA Today 433:00 PM 16MB
“ Sent ltems
\ Drafts
. Templates
& Deleted ltems Please review the TFSA
% Search Folders From:
New Branches To:
UVC Shared Folder Attachments: ™ UVC - TFSA pdf (1.5MB)
Hi Mark,

Please review copy of Jack's TFSA form.

Thanks
Mark

Note: The difference between Match all of the following and Match any of the following are
enormous. | could of created the above scenario with the option Match any of the following. The
difference would be that either rule would be applied to all received e-mails and not both rules.

If a receiving e-mail contained the word TFSA in it's subject but did not have any attachments then the
e-mail would be filtered and moved to the UVC Shared Folder.

If a receiving e-mail did not contained the word TFSA in it's subject but had at least 1 attachment then
the e-mail would be filtered and moved to the UVC Shared Folder.

The option Match all of the following and Match any of the following really depends on how you
want your rules to apply to your action.
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