
 

Outlook Inbox – Steps to Disabling Notifications in multiple accounts 

1. Click the RULES icon on the ribbon OR Click File  
2. Select MANAGES RULES & ALERTS  

 

 

 

3. Click NEW RULE 
 

 
 



 

4. The  Rules Wizard will open, in the Stay Up to Date section, select APPLY RULE ON MESSAGES I RECEIVE 
5. Click NEXT 

 

 
 

 

 

 

 

 

 

 

 

 



 

6. In the Step 1: Select conditions section, check the box for THROUGH THE SPECIFIED account. 
7. In the Step 2: Edit the rule description, click on the underlined value “specified”  

6A. In the Account box, select the account you want the rule set for, click OK 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  In the Step 1: Select conditions, THIS COMPUTER ONLY is set by default.  Scroll down and uncheck this 
option if you prefer. 

 

8. Click NEXT 
 
 
 
 
 
 
 
 
 



 

9. In the RULES WIZARD, scroll down and check DISPLAY DESKTOP ALERT 
10. Click NEXT 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
11. In the RULES WIZARD, check EXCEPT THROUGH THE SPECIFIED ACCOUNT 

11A. In the Account box, select the account you want the rule set for, click OK 
12. Click NEXT 

 

 

  

 

 

 

 

 

 

 

 

 

  



 

13. In the Step 1: Specify a name for this rule section, type a name of your choice for this rule 
14. In the Step 2: Setup rule options, check the box TURN ON THIS RULE 
15. In the Step 3: Review rule descriptions (ensure the underlined values have been set accordingly) 
16. Click FINISH 

 

 
 

17. Click OK 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

18. The rule is now created, in the RULE box it should be check marked and in the RULE DESCRIPTION box the 
setting will appear for this specific rule.  

19. Click APPLY, Click OK 
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