M365 Outlook Rules and Delegation

Job Aid

Create Outlook Rules 5. Click a link in the Step 2 section to specify
lice Inhay rilac ta antamaticallv nerfarm the behavior of the rule.

Use Inbox rules to automatically perform
SpeCIflc actlons on emall that arrlves In your Step 2: Edit the rule description (click an underlined walue)
. Apply this rule after the message arrives

inbox. Note: Rules only run on your Inbox; from Nathan How

flag message for

they cannot run on other folders.

Example: Flag mail from my manager for follow-up today

To Create a Rule:
1. Click the File tab.

2. Click Manage Rules & Alerts. cance ) W ) T
3. Select New Rule... 6. Click the Finish button.
Result: The Rules Wizard dialog page Note: If you are creating a rule that sends an
displays: email to a folder, click the Next button to

Rules Wizard X aSSign the desired folder.

Start from a3 template or from a blank rule
Step 1: Select a template

Tip: Start from a blank rule (in Step 1) is
very flexible and enables you to configure
almost infinite combinations of logic.

i @I.

] Move messages with spec
ml Mowe messages sent to a public group to a folder
PJ Flag messages from someone for follow-up

Dl Mowe RSS items from a specific RSS Feed to a folder

Stay Up to Date Edit a Rule ‘
G2 Display mail from someone in the New Item Alert Window K L.
<Jl) Play a sound when | get messages from someone 1. After Creatlng d rUle, you can Initiate
Send an alert to my mobile device when | get messages from someone d e h | . f .
Start from a blank rule e |t|ng the rule in one of two ways!:
B Apply rule on messages | receive e Click the File tab > Manage Rules

B apply rule on messages | send

& Alerts, or
e Right-click any email, hover over

Step 2: Editthe rule description [click an undetlined value) RUIes, and then select Ma nage
Apply this rule after the message arrives
from people or public group RUIeS & Alerts'
move It to the spedified folder 2. Click the rule you wish to edit and then
and stop processing more rules .
click Change Rule.
Example: Move mail from my manager to my High Importance folder »
Rules and &lerts

Email Rules  pManage Alerts

cancel ! Finish ﬂlﬂ@w-- X Delete Run Rules Now.. Gptions
i e =
4. Select one of the options in Step 1. . j";:‘j;':’;::f*“ e At winden
Tip: If you are new to Outlook rules, [ i::
carefully review the template options, ) oy
nOting that you can: Apely i e & Mark a5 Low Pricrity

Delete Message
flag message fo. L oueer v v owu

3. Choose from the options in the list and
make changes as needed in the dialog

a. Move emails automatically into folders
b. Flag messages from someone (your
manager or other leader, for example).
& ple) boxes that follow.

C. Trlgger alerts, sounds, or mobile 4. When finished, click OK.
\_ device alerts. 1 Yy,
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Job Aid

Add a Delegate for Mail and/or Calendar

|\

Delegation enables another person to
perform many actions on your behalf. This
is useful for executive administrative
assistants or for managers covering for
employees who are on vacation.

To delegate your mail and/or calendar:
1. Click the File tab > Account
Options > Delegate Access, as
shown below:

C Account Informat

{n) Info

insight-testl@tncourts.gov

~+ Add Account

Account
Settings ~

Open & Export Microsoft Exchange

Account Settings

Change settings for this account
connections,

®  Access this account on the

Account Settings...
5, Add and remove accounts o change
Y gxisting connection settings,

Account Name and Sync Settings
p Update basic account settings such as
" account name and folder sync settings.

Delegate Access
RO\ Give athers permission to receive items

and respond on your behalf, 1

Download Address Book...

E‘ Download a copy of the Global
~_Address Book

2. Click Add... on the Delegates dialog
box.

3. Use the Add Users dialog (Address
Book) to search for the desired
delegate’s name and click Add, then OK.

4. Check both the checkboxes
highlighted below. Continue step 5.

Delegate Permissions: Barrett Hobbs X

This delegate has the following permissions

Calendar | Editor [can read, create, and modify items]

Ilzgelegate receives copies of meeting-related messages sentto me I

ol
'  Tasks Mane W
o
4] Inbox None v
kA Contacts | Peviewer [can read items)
- Author (can read and create items)
Editor [can read, create, and modify items]
Motes Naone “

@Autumatlcally;end a message to delegate summarizing these permissions I

[_IDelegate can see my private items

Cancel

/

~N

5. Make other selections for Calendar, Inbox,
or Tasks as appropriate, and then click
OK.

Tip: The Inbox options are expanded in
the preceding image so you can see the
descriptions of each role. Note that
Editors have complete control—including
the ability to modify or delete items that
you created. Authors can only create or
modify items they created.

Important: Delegates must perform the
actions specified in the email they receive
or they will not be able to access your
mail/calendar.

Modify or Remove a Delegate

1. Click the File tab > Account Options
- Delegate Access, as shown at left.

2. Click the name of the delegate.

Note: If you only have one delegate
they are selected by default.

3. Click Remove to completely remove
delegated permissions or click
Permissions... to modify permissions
using the same dialog box shown at
left.

Delegates X

Delegates can send items on your behalf, including creating and
responding to meeting requests, If you want to grant folder
permissions without giving send-on-behalf-of permissions, cdose this
dizalog box, right-click the folder, click Change Sharing Permissions,
and then change the options on the Permissions tab,

Natham Howell

)

Add...
Remove
Permissions..

Properties..,

Deliver meeting requests addressed to me and responses to meeting

requests where | am the organizer to:

(@) My delegates only, but send a copy of meeting requests and
responses to me [recommended)

() My delegates anly
() My delegates and me

4. Click OK with finished.

Cancel




