GroupWise — Creating Rules

Rules
Rules are used to manage - Mailbox
your mail aUtomatlca”y- oM Aocounts  Window  Help
Examples of rules are: 7 address Book =
v' To move messages jj_ Diel sender I
to folders. | rues &7 -
Find. .. ChrHF S
v To gene_rate an Skop Find Esc i
automatic reply Eusy Search... en
when yOU’I’e out of Date Difference. .. e
the office. Mass Document Operations. ., E':
Replace Document With Backup t
> To create arule When b
you are out of the office, hiElHelRo sy o
click Tools > Rules. s Check Malbox . .. Re
: Ithions... Ex
> In. the Rules dialog box, ke
click New.
Rul ted in the order th inthe list. D
e Yoy e nthel D ose |
Rule list: Mew... |‘
Riule Name Event )
O “acation Hew Item L
O Mew Item TR
O Mew [kem ﬁ
Move to Help Desk folder Mew [tem Delete
Move to Wellness Committee folder  Mew [tem
Move to Suzan folder Mew lkem Enable
Run
> Na-\me the rule. - S B
» Click the When event is
box and select New Rule name: |
Item. (This triggers the When event is
rule.
) Mew |tem *| Anditems are W Received | Sent | Posted [ Draft
» Place a check next to
Received If conditions are  [optional]
' N : Define Condit
> Place a check next to \A Item ty?es. efine Conditions. ..
ltem Types, such as Mail [ Jedl TRl
and/or Appointment. W b i
. . [ Task
> Click on Define [ Freminder nate
Condltlons'_ . [™ Phone message
_NOTE' This is the most Appaintrent conflict exists: | Does not matter [Yes or M) j
Important step. .
Then actions are
Add Action -
Edit & ction
Delete Action
Save Cancel
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Click the drop-down
arrow next to the

first field and select
Delivered. —

Click the next button
(circled) and select
On or After Date —
This is the first date
of your vacation or
winter break.

Type date or use
calendar icon next
to the date field to
select the date.

Click the next button
and select And.

Click the drop-down
arrow next the the
field and select
Delivered.

Click the next button
and select On or
Before Date — last
day you are on
vacation or winter
break.

Type date or use
calendar icon next
to the date field.
Click the next button
and select End.
Using these conditions,
the rule will run only
during the time frame
you selected.

Click OK.

v

Define Conditinns

Filter

Include entries where .. Delivered iz greater than or equal to 12/22/2004 and
Delivered is less than or equal to 1/2/2005

=21 2‘22.-’2["]4

T~

|Delivered

And =
2

End

s
i

Cancel

Clear

Pl

Click Add Action and
select Reply.

Click OK.

Optiong

+ Feply to sender
~

Cancel

I Include message received from sender

Type your out-of-office
message.

Click OK.

From:

|Elara Gillezpie

LL: |
| EL: |

Cancel

Subject: |Campus Cloged - Winter Braak Files:| Address Baok

Fil

Meszage: [Thank wou for your message. Kankakes Community College is closed
far winter braak. | will return on January 3, 2005 and reply to all
meszages at that time.

Clara
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Click Yes to save the
rule.

Novell GroupWise

\_?/ Save rule before exiting?

Yes Mo Zancel |

A7

Click Enable or place a
check mark next to the
rule to activate it.

Click Close.

This rule should
inactivate itself based on
the date you selected,
however it is a good
idea to turn if off when
you return.

To turn off the rule
when you return
remove the checknext
to the rule or highlight
the rule and click
Disable.

Fiules are executed in the order they appear in the list. Drag a

rule to a different position to change the order.

Fiule lizt: Mew ‘
Rule Marme Ewent Edi
O Vacation MHew [tem 4‘
O Day ot Mew [tem Copy...
O ation Rule MHew [tem
tove to Help Desk folder Mew [tem Delete
Move to Wellhes: Committee folder  Mew [tem
Move to Suzan folder Mew lkem Enable
Run
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