Outlook Inbox - Steps to Disabling Notifications in multiple accounts

1. Clickthe RULES icon on the ribbon OR Click File
2. Select MANAGES RULES & ALERTS
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3. Click NEW RULE

Rules and Alerts

Email Rules  manage Alerts
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Apply changes to this folder: | Inbox [Stacey.Hansvall@uregina.ca] |
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4. The Rules Wizard will open, in the Stay Up to Date section, select APPLY RULE ON MESSAGES | RECEIVE
5. Click NEXT

Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
EI hMove messages from someone to a folder
E hMove messages with specific words in the subject to a folder
Eﬂ Move messages sent to a public group to a folder
FU Flag messages from someone for follow-up F
Ei] Move RSS items from a specific RS Feed to a folder l
Stay Up to Date
E;:? Display mail from someane in the New Item Alert Window
'f]ﬂ) Play a sound when | get messages from someone |
D oend an alert to my mouoiodevice when | get messages from someone |
Start from a blank rule

1 Apply rule on messages | receive

Apply rule on messages | send

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

Il Apply this rule after the message arrives

Cancel < Back Finish




6. Inthe Step 1: Select conditions section, check the box for THROUGH THE SPECIFIED account.
7. Inthe 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

Rules Wizard

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

[ ] from people ar nublic aroup

7 with specific words in the subjedd

6. { s pecifi
I_I
[ ] where my name is in the To box

[ ] marked as importance

[ ] marked as sensitivity

[ ] flagged for action

[ ] where my name is in the Cc box

[ ] where my name is in the To or Cc box

[ ] where my name is not in the To box

[] sent to people or public group

[ ] with specific words in the body

[ ] with specific words in the subject or body

[ ] with specific words in the message header
[ ] with specific words in the recipient's address
[ ] with specific words in the sender's address
[ ] assigned to catemsmsantagay

—— T3

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

/. Apply this rule after the message arrives
through the specified account
and on this computer only

Cancel < Back Finish

Choose the Account to check for;

Account: | Stacey.Hansvall@uregina.ca

Cancel

NOTE: Inthe Step 1: Select conditions, THIS COMPUTER ONLY is set by default. Scroll down and uncheck this

option if you prefer.

on this ;:Dmputer cmli,f.

8. Click NEXT
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9.
10.

In the RULES WIZARD, scroll down and check DISPLAY DESKTOP ALERT

Click NEXT

What do you want to do with the message?

Step 1: Select action(s)

[] permanently delete it

["] move a copy to the specified folder

[] forward it to people or public group

|| forward it to people or public group as an attachment
[ redirect it to people or public group

[] have server reply using a specific message

[ reply using a specific ternplate

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categories

[ mark it as importance

[] print it

[] play a sound

[] mark it as read

[] stop processina more rules

T wisplay a specific mes i iiin the Mew Item Alert window

|vlidisplay a Desktop Alert

Bl

- annly retention policsscCition policy

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

Apply this rule after the message arrives

through the Stacey.Hansvall@uregina.ca account
and on this computer only

display a Desktop Alert

Cancel < Back

Finish

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

12.

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

Click NEXT

Rules Wizard

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

D except if from people or public group
[

o Cocepu i The subject contains spec s
|| except through the specified account
—— L HE cont Anhe to mo

[ except where my name is in the To box

[ except if it is marked as importance

\[] except if it is marked as sensitivity

[ except if it is flagged for action

[ except where my name is in the Cc box

[ except if my name is in the To or Cc box

\[] except where my name is not in the To box

[] except if sent to people or public group

[ except if the body contains specific words

[ except if the subject or body contains specific words
[ except if the message header contains specific wards
[ except with specific words in the recipient's address
[ except with specific words in the sender's address
[ except if assigned to category category

Step 2; Edit the rule description (click an underlined valug)
Apply this rule after the message arrives
through the Stacey.Hansvall@uregina.ca account

and on this computer only

oy 0 UESRLOP

except through the specifiediaccount

Cancel < Back

Finish

11A.

Choose the Account to check for:

Account: | Stacey.Hansvall@uregina.ca

Cancel




13.
14.
15.
16.

In the Step 1: Specify a name for this rule section, type a name of your choice for this rule

In the Step 2: Setup rule options, check the box TURN ON THIS RULE

In the Step 3: Review rule descriptions (ensure the underlined values have been set accordingly)
Click FINISH

i

Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

|Stacey.Hansvall@uregina.ca

Step 2: Setup rule options

|:| Run this rule now on messages already in "Inbox"

Iurn on this rule

Dgeate this rule on all accounts

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

Apply this rule after the message arrives
through the Stacey.Hansvall@uregina.ca account
and on this computer only
display a Desktop Alert
except through the Stacey.Hansvall@uregina.ca account

Cancel = Back Mext =

17. Click OK

I Microsoft Outlook

| This rule will only run when you check your email in Outlook. If Outlook isn't running, this rule won't wark for email you check online or from anather device.




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

Rules and Alerts

Email Rules ' mManage Alerts

Apply changes to this folder: | Inbox [Stacey.Hansvall@uregina.cal

=7 Mew Rule.._ Chanae Rule ¥ E“F:ﬁ Copy... xgelete | 4 w RunRules Now.. Options

[/] vistaPrint

| |Rule (applied in the order shown) | Actions
\ {v/| Alert Window (SH account) (client-only) W
lil Exeve. . .:_—” E
Declined: K| ‘1?3
Accepted: | ‘ﬂ
4

Rule description (click an underlined value to edit):

Apply this rule after the message arrives
through the Stacey.Hansvall@uregina.ca account
and on this computer only
display a Desktop Alert
except through the Stacey.Hansvall@uregina.ca account

I:‘Enable rules on all messages downloaded from RSS Feeds
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