Instructions to Filter Unwanted E-mail

Double click your Microsoft Outlook Icon
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Click the Tools menu .
Select the Rules Wizard
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Click New....
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Wwed LEZNUZ 510 FM
e LIZNOR 05 M
‘e LN 440 PM
e L[ZH/0L 4:31 P
Wed 1/Z3/02 4:03 P
e 1302 4:00 P
Wed 12302 3:50 P
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Tue 1/22/00 4:22 e
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Man 1/21102 12:08 PH
Fril 11803 3:30 PR
Fii 11802 3:23PH
Fri 11802 12:07 PR
Fri 17LAI02 10:47 M
WWed LITGJOE +:36 PM
Sat 1ISI02 10:00 AM
Thu 1220001 13:24 AM

Click “Check messages when they arrive”
Click Next

Rules Wizard
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Move new messages fram someone

Maotify me when important messages arrive
Move messages based on content

Delete a conversation

Flag messages from someone

Assian cateaoties to sent messaaes

Apply this rule after the message arrives




In the box “Which condition(s) do you want to check?”

SELECT from people or distribution list (if the unwanted e-mail is from
someone in your distribution list. If the unwanted e-mail is not from your
distribution list, then click with specific words and type in the senders
address.

In the box “Rule description (click on an underlined value to edit it):
Click people or distribution list
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[ ] sent anly to me ;I
CET— T [ | where my name is in the Cc box |
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e =E| from people or distribution list
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Rule description (click. on an underlined value ko edit it):
o ey Apply this rule after the message arrives
y i fFrom people or distribution list
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In the box “Type Name or Select from List:” type in the person’s name that
you want to filter out, example Keely Acklin



Rule Address |

Show Mames From the; IGIubaI Address Lisk j

Type Mame or Select from List:
keely acklin]

Specify the address of the sender:

From - = I Keely Scklin =]

Keith Barton
Kely MeCaun
Kelly Pigatt
Fevin oung
Kim T aube
FKrizten Lopez
Kriztie Poorman
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When Keely Acklin’s name is highlighted in blue,
Click From
Click OK

In the box “Which condition(s) do you want to check?”

Scroll down the list and SELECT “with specific words in the subject”
In the box “Rule description (click on an underlined value to edit it):”
Click specific words.

Rules Wizard x|

Which conditionis) do wou wank to checkr?

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

[ | with specific wards in the recipient's address
[ | with specific words in the sender's address
with specific words in the subject

Rule description {click an an underlined value ko edit it):

= ey Apply this rule after the message arrives

from Keely Acklin

@l Cancel < Back Mext = Finigh




Type whatever the subject is of the unwanted e-mail in the Add New: box
Click Add
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Click Next

Rules Wizard

Which condition{s) do wou want to check?

|| where my name is in the To or Cc box
[ | where my name is nok in the To box
[ | sent to people or diskribution lisk

[ | with specific words in the recipient's address
[ ] with specific words in the sender's address
with specific words in the subject

I
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Rule description {click on an underlined walue to edit it):

- e Apply this rule after the message arrives
thy .-'. from Keely Acklin
_—l......,.....
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In the box “What do you want to do with the message?”

Select the option of permanently delete it
Click Next

Rules Wizard

What do you want ko do with the message?

[ | rove it to the specified Folder

|| rove a copy to the specified Folder
idelete it

[ | permanently delete it
|| Farward it to people or distribukion lisk
[ | Forward it to people or distribu... a5 an attachment |

Rule description {click an an undetlined value ko edit it):

! Apply this rule after the message arrives
’%, from keely Acklin

and with daily jokes in the subject
delete it
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Click Next

Rules Wizard 7 x|

Add any exceptions (if necessary):

[ | except i sent only ko me
i / [ except where my name is in the Cc bo

r { [ ] except if iy name is in the To or Co box

[ except where my name is not in the To box

[ except if From people or distribution lisk =l

i Rule description (dlick on an underlined walue to edit it):

Apply this rule after the message arrives

x From Keely Acklin
' : and with daily jokes in the subject

delete it

@l Cancel < Back I Mexk = I Firuzh

Click Finish

Rules Wizard EiEd

Flease specify a name For this rule:

[~ Run this rule now on messages already in "Inbox",

[+ Turn on khis rule

Rule description (click on an underlined value ko edit it):

Apply this rule after the message atrives
from Keely Acklin

and with daily jokes in the subject
delete it

@l Cancel < Back [EwE = | Finish I




Click Ok

Rules Wizard x|

appl in the following order;

e
Copy
Todify, .

Rename. ..

Delete
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Rule description click on an underlined walue ta edit i)

Apply this rule after the message arrives
from Keely Acklin

and with daily jokes in the subject
delete it

[al'd I Cancel Rur Now... Qptions. ..

Now you have a rule that will delete the e-mail of Keely Acklin’s daily
jokes.



