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Setting Up a Sent Items Rules for Your Service Account

By default, Outlook saves the emails sent from your service account to the Sent Items
folder on your local (personal) email account. You can set up a rule to copy these sent
emails to your service account’s Sent Items folder. Follow the steps below.

1. Login to your Service Account in Outlook
2. Click File in the top left corner of the screen.
3. Click Manage Rules and Alerts.
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4. Click New Rule.
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5. Move Messages from someone to a folder should already be highlighted. Click
Next.
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Rules Wizard

Start from a template or from a blank rule
Step 1: Select a template
5

™} Move messages from someane to a folder

5 Mo ; : f Object to a folder

.3 Move messages sent to a public group to a folder

Y Flag messages from someone for follow-up

L} Move RSS items from a spedific RSS Feed to a folder
Stay Up to Date

=, Display mail from someone in the New Item Alert Window

ifl 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

=1 Apply rule on messages I receive

=1 Apply rule on messages I send

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives

from people or public group
move it to the specified folder
and stop processing more rules

Example: Move mail from my manager to my High Importance folder
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6. In the next window, the checkbox next to from people or public group should
already be checked. Under Step 2, click people or public group.

Rules Wizard &

Which condition(s) do you want to ched:?
Step 1: iti

q from people or public group

»

nect
] through the spedfied account
] sent only to me
[] 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 redipient's address
[ with specific words in the sender's address
[ assigned to cateqory category g

m

Step 2: Edit the rule description (dick an underlined value)
j a-aHethe message arrives
frog people or public group
move it to e eoeciied rolder
and stop processing more rules
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8. Click OK.
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7. In the Search field, type the last name of one of the service account delegates.
Then double-click the person’s name from the list below. Do this for each service
account delegate. All delegate names should populate into the From field.

Rule Address

- [ More columns
L
<\ Lynch
\

Address Book

Go Global Address List - hmlyncl 1@exchange.lou -

Advanced Find

£ Lynch,Elizabeth Roma

- - ¥ INILLCHE

£ Lynch, Jennifer Anne

£ Lynch, Joseph Michael
£ Lynch Katie Rae

8 Lynch,linda Paulette

£ Lynch,Matthew D

Comm & Mktg Spdst
Student
Student
Student
Student
Payroll Practitioner Sr
Student

502-852-2984

| Mame Tite Business Phone Location
¥ E‘,., Lynch, BartD Rsrch Assoc 5r 502-332-4915 o~
E‘,., Lynch, Teresa A Asst Professor Term
£ Lynch,Adam Christopher Student
8 Lynch,Bart Daniel Rsrch Assoc 5r 502-332-4915 530 5 Jackson St
£ Lynch,Blake Student
£ Lynch,Bryan Thomas Student

[

23015 3rd 5t

23015 3rd 5t

QK ] [ Cancel
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9. Under Step 2, click specified.

-

Rules Wizard

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

from people or public group

[] with specific words in the subject

[] through the specified account

[] sent only to me

[] 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 aroup

[] 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 cateqory category

Step 2: Edit the rule description {dids an underlined value)

is rule after the message arrives

»

m

[ Cancel

][ < Back ][ Mext =

| [ Finish

10.Click Sent Items.
11.Click OK.

-

Rules and &lerts

Choose a folder:

» L] Imbooe (4)

@ Draft

@ Deleted Items
- [ Archive
ﬁ Calendar
|85 Contacts
[ Conversation History
éﬂ lournal
L@ Junk E-Mail

[ M+Archive
1| 1] 3

a # hmlynell@exchangelouisville.edu =

m
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12.In the Rules Wizard window, click Next.

Rules Wizard

What do you want to do with the message?
Step 1: Select action(s)

stop processing more rules

move it to the specified folder

[] assign it to the cateqory category

[7] delete it

[7] permanently delete it

[] mave 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 template

[[] flag message for follow up at this time

[7] dear the Message Flag

[7] dear message's categories

["] mark it as importance

[ printit

[ plary & sound

[ start application

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

from Lynch Hayley
move it to the Sent Ttems folder
and stop processing more rules

P
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[ Cancel ] [ < Back qL Next > u

Finish
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13.Check the box next to except where my name is in the To box.

14.Click Next.

Rules Wizard

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

| [] except if from people or public group

[[] except if the subject contains specific words
[[] except through the spedfied account

xcept if sent only to me

jxcept where my name is in the To box
except if itis marked as importance

[] except if itis marked as sensitivity

[] except ifitis flagged for action

[7] except where my name is in the Cc box

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

[] except where my name is notin the To box
[[] except if sent to people or public aroup

1| |[[] except if the body contains specific words
[[] except if the subject or body contains specific words

g [7] except if the message header contains specific words
1| |[7] except with specific words in the redipient's address
[[] except with specific words in the sender's address
[7] except if assigned to category category
Step 2: Edit the rule description (dick an underlined valug)
Apply this rule after the message arrives
1 from Lynch,Hayley
g except where my name i€ in the To box

stop processing more rules

»

m

e —
’ Cancel ] ’ <Eack< Next = ) Finish
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15.Give the new rule a name. Verify that the box next to turn on this rule is checked.
16.Click Finish.

Rules Wizard

Finish rule setup.

Step 1: Spedify a name for this rule

Service account sent items

Step 2: Setup rule options

[] Run this rule now on messages already in "Inbox™
Turn on this rule

Create this rule on all accounts

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

Apply this rule after the message arrives
from Lynch Hayley

move it to the Sent Ttems folder

except where my name is in the To box
stop processing more rules

[ Cancel ][ < Back ] Mext = W

Your New Rule is now set up. Proceed to instructions for your delegates

Instructions for your delegates

1. For this rule to work, your delegates need to CC or BCC the service account
each time they send a message on behalf of it.
2. Please ask your delegates to test the rule. They should:
a. Log in to Outlook.
b. Create a new email message to someone on behalf of the service
account.
Then CC, or BCC the service account.
Send the email message.
e. When the message arrives in the mailbox of the service account, the rule
will move it into the sent items of the service account.

e o
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