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Please follow these instructions for setting up rules, signatures and auto-reply in Outlook Web.

Rules

1. From your inbox in Outlook Web, click
‘Options’and then‘See All Options.

2. (lick‘Organize E-Mail’and thenInbox
Rules'.

Click 'New"

3. Choose a condition (top dropdown) and
action (bottom dropdown).

(lick‘More Options'if you would like to
be more specific.

You may have to set other options
depending on which conditions and
actions you specify.

(lick‘Save’
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Options
Set Automatic Replies.
Change Your Password.
Create an Inbox Rule.

~ See AllOptions...
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Phane & how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can tum it off or delete it.
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Tip: For more options, click the down arrow beside the ‘New’ button.
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New Inbox Rule
*Required fields

Apply this rule...
* When the message arrives, and:

Mare Options...

Select one - |
Do the following:
Select one - |




4. Your newly created rule will be listed
under’Inbox Rules.

To deactivate the rule, deselect the
checkbox beside the rule.

Signatures

1. Click‘Settings’ then the ‘Mail'tab.
Enter your signature in the text editor.
Click"Save!

Please Note:

We have had difficulty creating a
signature using Safari on Mac 0SX.
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Title, Department

Thompson Rivers University, Open Learning

Office Location | 900 McGill Road, Kamlogps, BC V2C 0C8
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Read Receipts

Choose how to respond to requests for read receipts.
(@)Ask me before sending a response
()Always send a response

)Never send a response

Reading Pane
Choose when items should be marked as Read.
() Mark the item displayed in the Reading Pane as Read

Wait [5 seconds before marking the item as Read

com/gry.ol | @gruopenlcaming
@ Mark the item as Read when the selection changes
() Don't automatically mark items as Read

If you encounter difficulties, please
try Firefox.

@ Automatically include my signature on messages | send

Conversations
Message Format

Sort messages in the conversation Reading Pane in this order:
(@ Newest message on top
(C)Newest message on bottom

) Always show Boc

() Always show From

Compose messages in this format: | HTML = Choose how to sort the messages in List View in an expanded conversation.

(@) Mateh the sort order of the Reading Pane

Auto-Reply

-
Mail > Options

. . . N
1. Click Automatic Replies. ) . i g
Select thelsend automatic replies’ radio Organize E-Mail Inbox Rulef] - Automatic Replies [Delivery Reports  Retention Policies

Groups
button.

Phone

Automatic Replies

Create automatic reply (Out of Office) messages here. You can send replies to senders the whole time youite away or for a specific peiod of time.
Block or Allow

Set the times and dates during
which you would like to send replies
(optional).

() Dont send atomatic replies
(@ Send automatic replies
@ Send replies only during this time period:
Start time:  Wed 5/28/2013 w|30epm ¢
Endtime: | Thue1a2013 - soom ¢

Send a reply once to each sender inside my organization with the following messa

Enter your message using the text raroms

d t Thank you for contacting me. I will be out of the office until June 13, 2013 and will respond to your email at that time.

(lick‘Save’
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@ Send automatic reply messages 1o senders outside my organization
() Send replies only to senders in my Contacts list

If you have questions, please contact ITServiceDesk@tru.ca.
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