Section 7

& Topics Covered

L  Using the Rules Wizard.........c..ccoeeevvieeiiieeiieeieeciee, 7-2
O  Archiving old items manually ............ccceevvieeieecneeennenn. 7-10
L Using AUtOATChIVE ....ccviiiiiiiieiececeeeee e, 7-11
0  Retrieving archived items ..........c.cccooeeevvieeiieciecrieene, 7-15

& Time Required: 30 Mins

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net
7-1



€7 Using the Rules Wizard

Earlier in the course you learned about the Inbox where all incoming messages are stored by
default. It might be the case, however, that you regularly move messages to other folders
based on certain conditions, e.g. you may have a folder called Budget Committee where you
file all mail relating to this group. In this instance, you can use the Rules Wizard to create an
automatic procedure to file this mail for you, based on the message subject. You can also use
this assistant to reply to or forward mail given conditions that you set.

There are two steps to using the Rules Wizard: first, you set the conditions that the assistant is
to test for; then you set the actions that are to be carried out whenever the conditions are met
by an incoming mail message. Outlook calls these conditions rules.

Note: Some of the options in the Rules Wizard will display fewer subsequent dialogue boxes
than others. This is because the option itself gives Outlook some of the information it needs,
reducing the need for you to do so.

The example in this instruction set will show how to check messages as they arrive to see if
the subject contains the words budget committee. If they do, these messages are to be
moved to the Budget Committee folder and a message announcing their arrival displayed.

To Use the Rules Wizard
1. Select the Tools, Rules Wizard command.

Rules Wizard EHE

Apply rules in the Following order:

Loy
T el .
Bename: .

[Ue|eke

=2
]

o Uy | | [V e e |

Rule description click on an underlined value to edit it):

oK, || Cancel | | B [t || Options, .,

2. To add a new rule, click the New button. /..
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€7 Using the Rules Wizard

../ To Use the Rules Wizard
The first of the Rules Wizard dialogue boxes will be displayed.

Rules Wizard E

Hl 2 Hh
Check messages after sending
IMowe new messages from someone

Motify me when important messages arrive
Move messages based on content

Delete a conversation

Flag messages from someone

Assian cateaaries ko sent messadess ﬂ

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

Apply this rule after the message arrives

Cancel || = Bach I Mesxt = || Finizh

3. From the list box at the top of the dialogue box, choose the type of rule you want to create.
4. Click Next. /..

Rules Wizard EHE

which condition{s) do vou wank to check?

[ | where ry namme is in the Cc bos

[ | where ry namme is in the Toar Co bo

[ | where my name is nat in the To box

[ from people or distribution list LI

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

- e apply Ehis rule after the message arrives

Cancel || < Back I Mext = || Finizh

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net
7-3



€7 Using the Rules Wizard

../ To Use the Rules Wizard

5. Choose the condition(s) that are to be applied to your incoming mail messages.

If necessary, supply the additional information required by each condition. For example,
if you choose the condition

from people or distribution list

you need to specify which people or distribution list you mean. You can do this by
clicking on the underlined text to display your Address Books and then choosing the
appropriate entries.

6. Click Next.

Rules Wizard x|

|| move a copy to the specified folder
[ delete it

[ | permanently delete it

| forward it to people or distribution list

[ ] forward it ko peaple or distribu. .. as an attachment LI

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

Apply this rule after the message arrives

Cancel | | < Back I Mext = I | Firizh

7. Choose what you want to do as a result of receiving the message, supplying additional
information as required. /..
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€7 Using the Rules Wizard

../ To Use the Rules Wizard
8. Click Next.

Rules Wizard

Add any exceptions (iF necessary):

W =:ceph iF sent directly o
[ | except iF sent only bo me
0 £ [ | except where my name is in the Co box
d ! [ except if iy name is in the To or Co box
[ | except where ry name is not in the To box
[ | except if Fram people or diskribution lisk hd
a '|I

i Rule description {click on an underlined value to edit it):

Apply this rule after the message arrives

x with Budget Committes in the subject
mowe it ko the Budget Committee Folder
& 2 |

Cancel | | < Back I Mext = I | Finish

9. If there any exceptions to this rule, specify them here then click Next. /..

Rules Wizard EHE

Please specify a name For this rule;

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

[¥ Turnon this rule

Rule description {click on an underlined value to edit it

Apply this rule after the message arrives
with Budaet Committee in the subject
move it ko the Budget Committee Folder

Zancel | | < Back ek = | | Finish I
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€7 Using the Rules Wizard

../ To Use the Rules Wizard

10. Outlook will suggest a name for your rule. If you want to change this name, simply edit
the entry.

11. If you want to apply the rule to messages already in your Inbox folder, ensure that check
box is activated.

12. Click Finish to return to the Rules Wizard dialogue box.

Your rule is shown here and when it is selected you can see its description at the bottom
of the dialogue box.

Rules Wizard E E

Apply rules in the Following order:

Copy
Madify. .

Rename. ..

=
]
=

Delete

feyeldn | | Movve Dovin |

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

Apply this rule after the message arrives
with Budget Committes in the subject
mowe it ko the Budget Committee Folder

[al'4 I | Cancel | | Run Mow, .. || Ziptions., ..

13. Click OK to close the dialogue box.
Note: This dialogue box can also be used to copy, rename, modify and delete existing rules.

To Suspend A Rule Temporarily

Although your rules will be needed most of the time, there may be occasions when you want
to switch off a rule. For example, if you generally forward messages to an assistant and the
assistant is on holiday, you may want to suspend that rule for a time. In the Rules Wizard
dialogue box, click the check box next to the rule that’s to be suspended. The rule will then
still exist but won't be processed until the check box is re-activated.
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q

=v  Exercise 7-1

In this exercise you'll create some rules to handle your incoming mail.
1. Display the Folder List then create a folder called Budget Committee in the Inbox folder.

2. Follow the instructions below to move incoming mail with a subject including the phrase
Budget Committee to another folder.

— Select the Tools, Rules Wizard command.

Rules Wizard EE

Apply rules in the Fallowing order:

e
it
Remare..

Delete

=
o

[MEwe e | | [¥]Ge Do |

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

Ok I | Cancel | | Founy Mot | | Options. ..

— Click New.

Rules Wizard HE

‘wehich type of rule do wou want ko create?

Check messages after sending
Maowe news messages from someone

Motify me when important messages arrive

Maowe messages based on content

Delete a corversation

Flag messages from someons

Assion cateaaories ta sent messages LI

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

&pply this rule after the message arrives

Cancel || = Back I Mext = || Firizh
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q

=v  Exercise 7-1

— Choose Check messages when they arrive then click Next.

Rules Wizard EHE

[ sent only o me

[ | where my name is in the Co box

[ | where ry namme is in the Toar Co bo

[ | where my name is nat in the To box

[ from people or distribution list LI

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

- e apply Ehis rule after the message arrives

Cancel || < Back I Mext = || Finizh

— Use the scroll bar to see the with specific words in the subject then click the check
box next to it.

This phrase is added to the box at the bottom of the dialogue box.

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

Apply this rule after the message arrives

with@in the subject

Click here to supply the ‘specific words’

— Click the underlined wording to display this dialogue box:
Search Text K E

Specify wards or phrases ko search Faor in the subject:

add new: ||

Search lisk

Add
BEmaveE |

o I | Zancel
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=v  Exercise 7-1

— Type Budget Committee, click Add and then click OK.
— Click Next to display the next Wizard dialogue box.

— Select the move it to the specified folder option then choose the Budget Committee
folder you created earlier.

— Click Next to move on and Next again as there are to be no exceptions to this rule.

Rules Wizard x|

Please specify a name for this rule;

Budget Committes

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

[ Turn on this rule

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

Apply this rule after the message arrives
with Budget Committes in the subject
move it bo the Budget Committee Folder

Cancel | | < Back [dEwh = | | Finish I

— Click Finish.

3. Create a rule that displays the message You have a phone message when a message with
phone message in the subject is received.

4. Create and send mail messages to prove both of these rules work.
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<> Archiving Old Items Manually

As time goes on, you'll find that your mailbox file size increases as you add items to the
various folders in Outlook. To keep the file size from becoming unmanageable, either you
must delete older items, or you can archive them. If you archive the items, they will be
copied to a storage file from which you can retrieve them if you need to.

To Archive Old Items Manually
1. Select the File, Archive menu option.

The Archive dialogue box will be displayed.
Archive HE

€ prchive all Folders according o their Autodrchive settings
@ archive this Folder and all subfolders:

EI@? Personal Folders ;I
----- 3 Calendar

----- F Deleted ltems
..... SE Drafts (1)
- Inbox

{ﬁ Journal
@ Dux

----- ‘Q@ Sent ltems

Archive ikerns older than: IDQ July 1993 j

[ Include items with "Do not Autodrchive” checked

L

Archive file:

IC:'I,WINDOWS'I,Application Data'MicrosoftiOutlool | Browse... |

| oK I | Cancel |

2. Ensure that the Archive this folder and all subfolders radio button is selected then
choose the topmost folder that's to be archived.

3. Choose the date before which all items in the selected folder(s) are to be archived from the
Archive items older than drop-down list.

4. 1If you want to archive to a file other than the default (archive.pst in your My Documents
folder), type its name and path in the Archive file text box or use the Browse button to
display and select it.

5. Click OK.

The selected items will be copied to the specified file then removed from their original
folders. Depending on how many items are stored in this folder, this may take a moment
or two.
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@ Using AutoArchive

Using AutoArchive is a two-step process. First you have to turn on AutoArchive then, for
each folder, you set the AutoArchive options.

To Turn on AutoArchive
1. Select the Tools, Options command then display the Other property sheet.
2. Click the AutoArchive button.

AutoArchive |

v Butodrchive everyéll:} ﬂ days

..............................................

¥ Prompt before Autosrchive
¥ Delete expired items when Autasrchiving (e-mail Folders anly)

Defaulk archive File:
IC:'l,'-.-'-.-'INNT'I,PrDFiles'I,gu:Ienny'l,Lu:uu:aI SettingsiApplication De Browse, .. |

To specify more detailed Autodrchive settings, right-click on each Folder and
choose Properties, then go ko the Autofrchive tab.

(04 I Cancel |

3. Ensure that the AutoArchive every... check box is activated and enter how many days
should be left between AutoArchives.

4. To be alerted before each autoarchive is carried out, activate the Prompt before
AutoArchive check box.

5. If you have set an expiry date for mail items and you want items that have reached this
date to be moved to the Deleted Items folder rather than archived, activate the Delete
expired items... check box.

6. To change the default archive file, type the new name and path in the Default archive file
text box or use the Browse button to display and select it.

7. Click OK to save these settings and close the dialogue box.
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@ Using AutoArchive

Setting the AutoArchive Options for a Folder

Some of the default folders provided with Outlook already have options set for AutoArchive.
For example, items in the Calendar, Tasks and Journal are set to be archived if they're older
than 6 months; and items in the Sent Items and Deleted Items folders if they're older than 2

months.

If you want to change the settings for these folders, or any other folder, you can do so.

To Set the AutoArchive Options for a Folder

1. In the Outlook bar, right click on the folder whose options you want to set or change.

Outlook Shortcuts || Calendar .,

Tuesday

4 Monday |
@ 28 September

Outlook, Today

29

S
Inbiox
@.
[Z Open Folder

Calent

Open in New Window

e Advanced Find...

Remove fram Qutlook Bar
Corita
Rename Shortout

13

‘g Properties

Tazks | |

]

2. Choose Properties from the shortcut menu and click on the AutoArchive tab. /..
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@ Using AutoArchive

../ To Set the AutoArchive Options for a Folder
The AutoArchive settings will be displayed.

Calendar Properties EH

General | Autofrchive |ndministrati0n IForms ISharing I

|6 j IMonths 'I
IC:'\WINDOWS'I,nppIication DakaiMicrosof Browse, .. |

 Permanently delete old items

& Move ald ikems ka:

Ok I | Cancel | | Al | | HEelR

3. To specifty the age beyond which items should be AutoArchived, activate the Clear out
items... check box and enter the required age.

4. To copy the selected items in this folder to the archive file before removing them from this
folder, select the Move old items to radio button and enter the name of the archive file
into the text box.

Alternatively, to delete items in this folder older than the specified age without adding
them to the archive file, select the Permanently delete old items radio button.

5. Click OK.
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=w  Exercise 7-2

In this exercise you'll manually archive items in the Journal folder that were created before
today.

1. Select the File, Archive menu option.

Archive H

€ prchive all Folders according o their Autodrchive settings
@ archive this Folder and all subfolders:

EI@? Personal Folders ;I
----- 3 Calendar

----- F Deleted ltems
----- 5B Drafts (1)
- Inbox

4753 Joumnal

@ Dux
----- ‘Q@ Sent ltems ;I

Archive ikerns older than: IDQ July 1993 j

[ Include items with "Do not Autodrchive” checked

Archive file:

IC:'I,WINDOWS'I,Application Data'MicrosoftiOutlool | Browse... |

| oK I | Cancel |

N

. Ensure that the Archive this folder and its subfolders radio button is selected.

(98]

. Click on the Journal folder to select it.

N

. Click on the Archive items older than drop-down arrow and click on the Today button
shown at the bottom of the small calendar.

5. To archive these items to a separate archive file called course.pst in the Outlook 200
Intro Exercises folder, edit the entry in the Archive to text box to use this file. The entry
should read:

C:\Outlook 200 Intro Exercises\course.pst
Although this file doesn't exist, Outlook will create it for you.
6. Click OK.

All items created before today are now copied to the course.pst archive file and then
removed from the Journal folder. This may take a few moments if you have a lot of
entries in your journal.

7. Scroll through your journal to see that the only items in it are those you have created
today.

Microsoft Outlook 2000 Introductory Course e Student Workbook e © 2000 e www.StudylIT.net
7-14



@ Retrieving Archived Iltems

If necessary, you can return archived items to their original folders from the archive file.
Alternatively, you can create another file from archived items.

To Retrieve Archived Items
1. Select the File, Import and Export menu option.

The Import and Export Wizard dialogue box will be displayed.

Import and Export Wizard

Choose an action to perform:

Export ta a file

Export ko The Timesx Data Link watch
Import a vCard File {,vcf)

Import Internet Mail Account Settings
Import a vCalendar file {ves)

Import Internet Mail and Addresses

rDescription

Import daka From other programs aor files, including
ACT!, ECCO, Lotus Qrganizer, Personal Folders
({.PST), Schedule+, Sidekick, database Files, text
files, and others.

< Back: I Mext > || Cancel

2. Choose Import from another program or file in the list box then click the Next button.
/..

Import a File

Select file type to import from:

ar

CT! 0
ACT! 3.0 Conkact Mal
Comma Jeparated Yalues (DO3)

Comma Separated Yalues (Windows)
dBase

ECCO2.0,3.0,40
Loktus Crganizer 1.0, 1.1
Lokus Crganizer 2.1 LI

< Back I Mext > || Cancel
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@ Retrieving Archived Iltems

../ To Retrieve Archived ltems
3. Select Personal Folder File (.pst) then click Next.

Import Personal Folders

File to impork

Ic: Ytrainouticourse  pst| Browse. .. |

Options

@ peplace duplicates with items imported
" allow duplicates to be created

" Do not import: duplicates

< Back I Mexk = || Cancel

4. Enter the name of the archive file in the File to import text box and choose the required
options.

5. Click Next.

Select the Folder to import Fram:

V! Include subfolders

' Import ikems inka the current Folder

& Import items inko the same Falder in:

IPersonaI Folders j

| < Back I Fimish || Cancel |

6. Select the folder(s) whose items are to be retrieved, activating the Include subfolders
button if necessary.

7. To retrieve only some of the selected items, use the Filter button to specify the conditions
under which items should be retrieved.

8. Choose either to Import items into the current folder or to Import items into the same
folder in: and choose a mailbox.

9. Click Finish.

The selected items will be retrieved and placed in the specified folder(s).
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==  Exercise 7-3
Here you'll retrieve some of the journal entries that you archived in the previous exercise.
1. Select the File, Import and Export menu option.

Import and Export Wizard

Chaonose an action to perform:

Export ko a file

Export ta The Timex Data Link watch
Import a wCard File {.wcf)

Import Internet Mail Account Settings
Import a vwCalendar file { wes)

Impart Internet Mail and Addresses

r—Description

Impart daka From other programs or files, including
ACT!, ECCO, Lotus Crganizer, Personal Folders
{.PST}, Schedule+, Sidekick, database files, text
files, and others.

< Bach: I Mest > || Cancel

[\

. Choose the Import from another program or file in the list box then click Next.

Import a File

Select file type ko import Fram:

CT! lanar
ACT! 3.0 Contact Manager for Windows
Comma Separated Yalues (DO3)
Comma Separated Yalues (windows)
dBase

ECCO 2.0, 3.0, 4.0

Lokus Crganizer 1.0, 1.1

Loktus Organizer 2.1 LI

< Back I Mest > || Cancel
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=w  Exercise 7-3

3. Select Personal Folder File (.pst) then click Next.

Import Personal Folders (%]
File ta impark
Ilutlook 2000 Inkro Exercises \course.pst| | Browse. .. |
Options

' Replace duplicates with items imported
" allow duplicates ko be created
' Do not import duplicates

I@ < Back ' Mext = || Cancel

4. Ensure that the entry in the File to import text box is the course.pst file that you created
earlier (c:\Outlook 200 Intro Exercises\course.pst) then click Next.

Import Personal Folders

Select the Folder to import Fram:

V! Include subfolders

' Import ikems inka the current Folder

& Import items inko the same Falder in:

IPersonaI Folders j

| < Back I Fimish || Cancel |
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==  Exercise 7-3
5. Select the Journal folder then click the Filter button.

Filter |

Messages |M|:|re Choices I Advanced I

Search For the word(s): I j
In: Isubject Field only j

e ]

| Senk Ta... | I

[ where Iam: Ithe only person on the To line j

Time: Inu:une j Ianytime j

Ik I Cancel | Clear all |

6. So that only journal entries added to the journal in the last week are retrieved, select
created from the Time drop-down list and in the last 7 days from the next.

7. Click OK to return to the wizard.

8. Ensure that the items will be retrieved to the same folder in your mailbox then click
Finish.

The selected items are retrieved and returned to your Journal folder.
9. Scroll through your journal to see the entries that have been retrieved.
10. Use the Import and Export Wizard dialogue boxes to retrieve all journal entries.

Note: In the second of these dialogue boxes, select the Do not import duplicates radio
button so that the entries that you've already retrieved are not retrieved again.
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@ Questions and Answers

1. What does the Rules Wizard allow you to do?

2. What are the two methods of archiving older Outlook items?

3. What are the two steps to using AutoArchive?

4. How would you display the dialogue box that allows you to set the AutoArchive settings
for an individual folder?

5. Which menu option is used to retrieve archived items?
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