REMINDER: Emailed to a group account. Do NOT reply using the email group account.

PI’OdlthiV'.'.Y — For Internal Use Only 2| x|

WHAT’s New? |

Gay Up to Date with Outlook’s New Mail ltem Alert \

With a busy day dhead of you, youve probably
overlooked several messages especially those that are
barely noticeable.

Outlook’s New Item Alert rule can set alerts that will pop-up
- on your screen every time you receive a new email. You can
also limit the alert to emails from a specific sender to make

sure that only important messages will call your attention. J

NOTE: Productivl.T.yis a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:
ict-process@pijlhvillier.com

<§a(k l I= Next > I Missed an issue? Click here to visit the Productivl.T.y section
in Mylink for back issues.

OK Cancel
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NEW ITEM ALERT RULE IN OUTLOOK (2003-2007)

1. On Outlook’s Tools menu, select Rules and Alerts... .
Tools | Actions Help

Send/Receive »

Instant Search »

[} Address Book.. Ctrl=Shift<B [

%j Organize F

xl? Rules and Alerts... E

Out of Office Assistant...

This will load the Rules and Alerts window.

2. From the Rules and Alerts window, select New Rule... under the E-mail Rules tab.

Rules and Alerts @@

E-mail Rules | Manage Alerts

Cbange Rule ~ 53 Copy... X Delete | & @ RunRulesMow... Options

Rule {applied in the order shown) Actions -~
["] Ferdinand Jr. G. Pekson {client-only) o
ICT CAB or ICT Process Department (client-only) _3
[] Change Request Form (client-only) _3
[] ICT Process Department {client-only) '&‘
[7] 1CT CAB (client-only) B
[7] CAB Request {client-only) 3
kiosk@pjlhuillier.com {client-only) 3 ]

Rule description {click an underlined value to edit):

Applyrthis rule after the message arrives
from Ferdinand Jr. G. Pekson
display from jep in the New Item Alert window

[CJEnable rules on all RSS Feeds

This will load the Rules Wizard window.

3. Choose Display mail from someone in the New Item Alert Window template.
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Rules Wizard @

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

Stay Organized
™} Move messages from someone to a folder
_3 Move messages with specific words in the subject to a folder
L™} Move messages sent to a distribution list to a folder
X Delete a conversation
\ 4 Flag messages from someone for follow-up
_:] Move Microsoft Office InfoPath forms of a specific type to a folder
L3 Move RSS items from a specific RSS Feed to a folder
ay Up to Date
il from someone in the New Item Alert Window
Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule
-] Check messages when they arrive
=1 Check messages after sending

Step 2: Edit the rule description {click an underlined value)
Apply this rule after the message arrives

from people or distribution list
display a specific message in the New Item Alert window

Example: Display mail from my friend in the New Item Alert Window

[ Mext > ][ Finish J

On the Step 2 portion (bottom part) of the Rules Wizard, define the description for the rule and click Finish.
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=

Step 2: Edit the rue description (click an underlined value)/’ 1
Apply this rue after the message arrives

I Searche C)tgame ooy (O Moge cobmes Address ook
I\ Gob Address List v Adgrcedrnd

from [T Process and Changs Managemant Department |

/

~1. | dsplay Emall from ITCM! in the New Item Alert window
2 |

: Display mail from my friend in the New Item Alert Window

Cancel [Nﬂn>]'"\'5h]|

Alert Message

Specly an slert messags
Emad from ITCMI

Microsoft Office Outlook

! 5 This rule is a client-only rule, and will process only when Outlook is running.

Tt Busness Fhone Locatx
$ 1en Dapdsy » o
8 Iy 8. Vaine
8¢
8 Jackscn A. Npales
8 Jecqueire L Heds

8 Jode M. Alcassbis

8 Jaem “dewery’ V. Concohely Yadoo

§ Jare B. Sobdlo

§ Jeime Jewy” Concobmis Residoct Maage:
§ Jamaca M. Sactales

£ Jwtes Emerson A. Usay

8 2o Phip Q. dekin eyes

§ Jare P TanaoM w2

O Y Dawen

o> | Prosess and hance Mariwamevent Dagrtmacy

~
>

o) Coma ]

4. Click OK when this prompt appeared.

X

5. Make sure that the created Rule is enabled before you click Apply. Click OK to close the Rules and Alert window.
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Rules and Alerts

E-mail Rules | Manage Alerts |
% NewRule... ChangeRule~ 53 Copy... X Delete | & @ RunRulesMow... Options
Rule (applied in the order shown) Actions A

IT Process and Change Management Department {client-only) =, l

"] Ferdinand Jr. G. Pekson {client-only) =2,

[W] ICT CAB or ICT Process Department (client-only) _3

[] Change Request Form {client-only) 3

[] ICT Process Department {client-only) '}E‘

[] 1CT CAB (client-only) T

["] CABRequest {client-only) 3 v
Rule description {click an underlined value to edit):

Apply this rule after the message arrives

from IT Process and Change Management Department

display Email From ITCM! in the New Item Alert window
[C]Enable rules on all RSS Feeds o —

@) @®
|[ oK " [ Cancel ] |&_&pplv il

When this alert is enabled, a prompt will pop-up on your screen every time you receive a new message from the specified sender.

®% New Item Alerts

Email from ITCM!

‘ From Subject
1T Process and Ch... [Testingl: FAILED] CRF[UAT]:

[Qpenltem] [ Close ]
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