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Turn off All Email Alerts and Set up Rule for Specific Email Alerts
Outlook versions 2003 and 2007

Turn Off E-mail Alerts Rules (Continued)

To tum off all notiications when new e-mail messages Rule 4: Create a Rule to Activate | 8. Click OK to close the Rule Address dialog box.
arrive, follow these steps. E-mail Alerts for Specific People 9. Click Next.

1. Select Tools, Options on the menu bar. Once you have deactivated e-mail alerts, use the | 10. In Step 1 of this dialog box click the check box

2. Click the E-mail Options button on the following steps to activate alerts for specific nextto display a Desktop Alert (at the very
Preferences tab. people. end of the list), and then click Next.
3. Click the Advanced E-mail Options button. 1. Select Tools, Rules and Alerts from =
) . the menu bar. :ﬁhatldlnsylnutwart\t ta do with the message?
4. Uncheck all the boxes in the When new items ' . o L 5
arrive in my Inbox area of the dialog box. 2. The Rules and Alerts dialog box displays. o Eﬂﬂﬁﬁﬁgﬁzmmd flag
Click New Rule. I merk t a5 impertance
When new items arrive in my Inbox . O D‘Mr\t it .
[v Play a sound % I_\:} New Rule... O :taart‘aasgngv:atinn
mark it as read
[v Briefly change the mouse cursor [ run a seript )
[v' Show an envelope icon in the notification area 3 SeleCt Start from a blank I'U|e. z e e mles.
[v Display a New Mail Desktop Alert (default Inbox only) 4. Click Check messages when they e
Deskiop Alert Seftings... arrive if itisn't already selected.
Step 2: Edit the rule description {click an underlined value)
. . . 5 C||Ck NeXt. Apply this rule after the message srrives
5. Click OK three times to close the three dialog il
boxes. 6. Choose from people or distribution
list, and then in Step 2 in the bottom half of
the dialog box, click people or
distribution list. concel | <pack [ met> | Fmen |
o= Wizard L | 11. Click Next again to bypass the exceptions list.
Which condition(s) do you want to check?
Spesmentye) 12. Name the rule in Step 1 of this dialog box, and

= N
) with speciic words in the subject 5 then click Finish.

[ through the specified account

) sent only to me ]

] where my name is in the To box

] marked as importance Finish rule setup,
] marked as sensitivity

[ flagged for action TEpecify a name Far this rule
] where my name is in the Cc box —

] where my name is in the To or Cc box E-tail lert]

] where my name is not in the To box

] sent to people or distribution list Step 2: Setup rule options
] with specific words in the body v

I~ Run this rule now on messages already in ‘Inbox"

¥ Turn an this rule
Step 2: Edit the rule description (click an underlined value) [ .
Create this rule o all accounts

e arrives
fromipeople or distribution list Step 3: Review rule description (click an underlined value to edit)
Apply this rule after the message arives

from Horace Grifton
display a Desktop Alert

[ | [ e | _weas | [ e

7. Select the appropriate name(s) in the Rule
Address dialog box by double-clicking on the e | <ok | wors | [ ]
names, and then verify that the requested
names display in the From text box near the 13. Click OK to close the Rules and Alerts dialog
bottom of the Rule Address dialog box. box.




Turn off All Email Alerts and Set up Rule for Specific Email Alerts

Outlook version 2010

Turn Off E-mail Alerts  Rules (Continued)

To turn off all notifications when new e-mail messages
arrive, follow these steps.

1. Select File, Options on the menu bar.

2. Click the Mail link in the navigation window on the
left.

3. Under the Message arrival section, uncheck
Display a Desktop Alert.

Gk Spiers T ————

General
Q Change the settings for messages you create and receive,
Mail
Calendar Compose messages
Contacts 74 Change the editing settings for messages
Tasks Compose messages in this format: | HTML | v |

Notes and Journal
ABG [7] Alwrays check spelling befare sending
Search

Ignere original message text in reply or forward

Mobile
Language %” Create ot modity signatutes for messages

Advanced

Customize Ribbon }&‘?‘ Use stationery to change default fonts and styles, colors, and backgrounds.

Quick Access Toolbar
Outiook panes
Addns

==| Customize how items are marked as read when using the Reading Pane.
Trust Center =

Message arrival

fI: When new messages arrive:

] piaya sound

Briefly change the mouse painter
s gn in the taskbar

T Erabi preview for Rights Protected messages (May impact performance)

Conversation Clean Up

% Cleaned.up items will go o this folder: B

4. Click OK to close the dialog box.

Rule 4: Create a Rule to Activate
E-mail Alerts for Specific People

Once you have deactivated e-mail alerts, use the

following steps to activate alerts for specific

people.

1. On the Home ribbon, click the Rules
button.

A3 Move -

lﬁ' Rules -
,';E OneMote

Mowe

2. Click Manage Rules and Alerts.

3. Click the New Rule button.
@ﬂew Rule...

4. Under Start from a blank rule click Apply
rule on messages | receive.

5. Click Next.

6. Choose from people or public
group, and then in Step 2 in the bottom
half of the dialog box, click people or
public group.

Rules Wizard gl

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

S
L1 with specific vords in the subject -
[ through the specified account
[ sent only to me

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

]

flagged for action
re my name is in t x
[ where my name is in the To or Cc box
[ where my name is not in the To box
] sent to people or distribution list
[ with specific words in the body

53

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

Apply this rule after the message arrives
fromipeg

[ cancel | [ <Back | mea> | [ Fnsn ]

7. Select the appropriate name(s) in the Rule
Address dialog box by double-clicking on the
names, and then verify that the requested
names display in the From text box near the
bottom of the Rule Address dialog box.

8. Click OK to close the Rule Address dialog box.
9. Click Next.

10. In Step 1 of this dialog box click the check box
nextto display a Desktop Alert (at the very
end of the list), and then click Next.

Rules Wizard x|

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

[ flag message for gction in 2 number of davs B
[ flag message with a colored Flag
[] clear the Message Flag
[l mark it as importance
[l print it
[ play a sound
[ start oplication
] mark it as read
[ run a script
[ stop processing more rules
[ perform 2 custom action
; TETfmessags in the Hew Ttem Alert window
op Alert

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

Apply this rule after the message arrives
from Horace Grifton
display a Desktop Alert

Caneel | <gack [ wets | Fmsh |

11. Click Next again to bypass the exceptions list.

12. Name the rule in Step 1 of this dialog box, and
then click Finish.
x|

Finish rule setup,

T opedify a name For this rule
JE-tail Alert]

Step 2: Setup rule options

™ Run this rule now on messages already in "Inbox"
¥ Turn on this rule

= Create this rule om all accounts

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

Apply this rule after the message arrives
From Horace Grifton
display & Deskkop Alert

concel | <mack | s | Fsh |

13. Click OK to close the Rules and Alerts dialog
box.




