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Manage Email Messages by Using Rules

Steps for Configuring Rules using Outlook Web Access (OWA)

Step 1: Open browser enter URL https://live.smu.edu.sq and enter your
SMU credentials

—
o SMU
SINGAPORE MANAGEMENT
UNIVERSITY

Sign in with your SMU user ID or SMU Email address.
eg.

Staff: smustf\marylim

Student/Alumni: smustu\john.2014

or

Staff: marylim@smu.edu.sg

Student/Alumni: john.2014@business.smu.edu.sg

domain\username

Password

To change your password, click here.

Home Privacy Help

Step 2: Click on “Outlook” icon
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Step 3: Click on settings icon (top right hand corner) and select “View all

Outlook settings”

Outlook

+ New message

Favorites Junk E-Mail *

Jurik E-Mad

nbox

v Folders
Inbox
Junk E-Mall
Drafts
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Deieted Rems

Archive

Settings

Filter

| be deleted after 30 day
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Step 4: Click on “Mail” > “Rules > “Add new rule”

Settings Layout

L search settings Compose and reply

Attachments
%% General

Rules
= Mail

Sweep
Calendar

Junk email

View quick settings
Customize actions

Sync email
Message handling
Forwarding
Automatic replies
Retention policies

S/MIME

Rules X

You can create rules that tell Outlook how to handle incoming email messages. You
choose both the conditions that trigger a rule and the actions the rule will take.
Rules will run in the order shown in the list below, starting with the rule at the top.

+ Add new rule

You haven't created any rules yet.
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Step 5: Create your filter using the rules wizard and click “Save”

E.g. Filter emails from abc@smu.edu.sg to ‘ABC related’ folder by checking the subject with an exception

Settings Layout Rules
¢
O Search settings Compose and reply

Attachments ~ ‘ Filter emails from abc@smu.edu.sg |
8 General

Rules
E  Mail .

~ Add a condition

Sweep
Calendar

Junk email ‘ From h | ‘o abc@smu.edusg X |
£ People

. . Add th diti
Customize actions snothercondibien

View quick settings
Sync email

~ Addan action
Message handling

. Mave to o | | 2 Search for a folder
Forwarding

. . Add another action £ Inbox
Automatic replies

i New folder
Retention policies Add an exception
All folders

S/MIME Stop processing more rules ()
Groups

I:‘ Run rule now

Settings Layout Rules .
¢
2 Search settings Compose and reply

Attachments ~ | Filter emails from abc@smu.edu.sg |
% General

Rules
= Mail »

~ Add a condition

Sweep
EI Calendar
2 Junk email | From s | |° abc@smu.edusg X |

People

Customize actions Add another condition

View guick settings
Sync email

~ Add an action
Message handling

| Move to ~ | | B3 ABC related v
Forwarding

Add another action
Automatic replies

Retention policies

o Add an exception (optional)
S/MIME

| Importance ~ | | High ~| X

Groups
Add another exception

Stop processing more rules ()
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Steps for Removing Rules using Outlook Web Access (OWA)

Step 1: Click on settings icon (top right hand corner) and select “View all

Outlook settings”

Outlook

+ New message

V' Favorites

Juric E-Mad

v Folders

Inbox

Junk E-Mail *

Iteens in Junk Ema

| will be deleted after 30 days

Filter

o
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View all

Junk E-Mail Dark mode '\‘ )

Drafts Focused Inbox C o
A See Reess Deskiop otifications @)

Deleted Rems Display density
S '.""?'jc I View all Outlook settings 5 |

Step 2: Click on “Mail” > “Rules
Option 1: Disable rule
Option 2: Click on the delete button. Click “Ok” to confirm.
Settings Layout Rules X

liearch settings

%3  General

K}

Mail

B

Calendar

3y

People

View quick settings

Compose and reply
Attachments
Rules

Sweep

Junk email
Customize actions
Sync email
Message handling
Forwarding
Automatic replies
Retention policies
S/MIME

Groups

-+ Add new rule

E| Filter emails from abc@smu.edu.sg

If the message was received from ‘'abc@smu.edu.sg’, move the message to folder ‘ABC related"
and stop processing more rules on this message, except when the message was sent with High

importance.

If your rules aren't working, generate a report.

You can create rules that tell Outlook how to handle incoming email messages. You choose both the conditions that trigger a
rule and the actions the rule will take. Rules will run in the order shown in the list below, starting with the rule at the top.
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