WESTERN SYDNEY
UNIVERSITY

Student Records
Outlook Rule - TRIM in cc Field

The instructions in this guideline will take you through the process of creating an

Outlook Rule to automatically cc emails to the TRIM Student File

Open Outlook

Go To the Tools
menu

Select
Rules and
Alerts

From the Email
Rules tab select
New Rule

Select
Check
messages
after sending

Click
Next

Rules Wizard

Start from a template or fram a blank rule
Step 1: Select a template
Stay Organized
™3 Move messages from someone to a folder
.j Move messages with spedfic words in the subject to a folder
3 Move messages sent to a distribution list to & folder
>< Delete a conversation
? Flag messages from someone for follow-up
.j Mowve Microsoft Office InfoPath forms of a spedfic type to a folder
3 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

'@ Send an alert to my mobile device when I get messages from someone
Start from a blank rule

- Check messages when they arrive
i i Chedk messages after sending

Step 2: Edit the rule description {dick an underlined value)
Apply this rule after I send the message

Cancel Finish

= Back: I Mext = I
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Select zl

with specific words
in the recipient’s
address

Which condition(s) do you want to chedk?

Step 1: Select condition(s)

[ ] with specific words in the subject -
[ ] through the specified account

[ ] marked as importance

[ ] marked as sensitivity

[ ] sent to people or distribution list

[ ] with specific words in the body

[ with specific words in the subject or body

[ ] assigned to category category

[ ] assigned to any category

[ which has an attachment

[ with a size in a spedfic range

[ uses the form name form

[ ] with selected properties of documents or forms
[ ] which is & meeting invitation or update

[] from R5S Feeds with spedfied text in the tifle
[] from any RSS Feed

[ ] of the spedfic form type ;I

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

Apply this rule after I send the message
with spedfic words in the recipient's address

Click on the hyperlinked
specific words

Cancel | < Back I Mext = I Finish |

In the top field 21|
Type: Specify a word or phrase to search for in the redpient's address:
@student.uws.edu.au |@5deEHt-U'f~'S-EdU-au Add
) Search list:
Click:
Add
Eemove |
Click:
OK
(] 4 | Cancel |
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Click: || from any RSS Feed
[ ] of the specific form type LI
Next
Step 2: Edit the rule description (dick an underlined valug)
Apply this rule after I send the message
with specific words in the recipient's address
Cancel | < Back I Mext = I Finish |
Select x
Cc the What do you want to do with the message?
message to Step 1: Select action(s)
pe°p|e or [ ] assign it to the category cateqory
distribution [ | move a copy to the spedified folder
I [] flag message for action in & number of days
ist [ ] dear message's categories
[] mark it as importance
[ ] stop processing more rules
[ perform a custom action
[] mark it as sensitivity
[ notify me when itis read
[ notify me when itis delivered
[ defer delivery by a number of minutes
Step 2: Edit the rule description (dick an underlined value)
Apply this rule after I send the message
with @student.uws.edu.au in the recpient's address
Cc the message to people or distribution list
Click on the
hyperlinked:
people or
distribution Cancel < Back I Mext = I Finish
list
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From the contact list x|

Search: ™ Nameonly  More coumns  Address Book

Select: Itr\m EI |Global Adcress List =|  Advanced Find
TI’I m I Name | Title | Business Phone

& Trimemailtest
& TrimTest1
. § TrimTest2
Click: & TrinhHa CASUAL GENERAL ALITO PAY
To -> ¢ Trish Davies QUALITY & ED ADMINISTRATIVE OFFICER
& Trish Hanna CASUAL ACADEMIC
& Trish Mulins SENIOR POLICY ADVISOR.
& Trish O'Brien SCHOOL ADMIN CO-ORDINATOR
Or & Trish Quinn CASUAL ACADEMIC
& Trish Saladine SCHOOL ADMINISTRATIVE OFFICER
& Trish Smart UWS-Group Company
In the To-> field & Trisha Harris CAREERS EDUCATION CONSULTANT i
& Trissy Herlina TECHNICAL OFFICER
Type: & Trov Hardan CASI1A1 GFNFRAI _Iﬂ
: <| i >
trim@westernsydney.edu.a 1|

u aK | Cancel |

Click:
OK

Click: ]

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

—=

assign it to the cateqory category
move a copy to the specified folder
flag message for action in & number of days
dear message's categories

mark it as importance

stop processing more rules

perform a custom action

mark it as sensitivity

notify me when it is read

notify me when it is delivered

defer delivery by a number of minutes

I T

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

Apply this rule after I send the message
with @student.uws.edu.au in the recipient's address
Cc the message to Trim

Cancel < Back I Mext = I Finish
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Click:
Next

Rules Wizard

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

[ |iexcept if the subject contains specific words

[ ] except through the specified account

[ exceptifitis marked as importance

[ ] exceptifitis marked as sensitivity

[ ] except if sent to people or distribution list
[ ] except if the body contains spedfic words
[ ] except if the subject or body contains spedfic words

[ ] except with spedfic words in the redpient's address

[ ] except if assigned to category category

[ ] except if assigned to any category

[] except if it has an attachment

[ ] except with a size in a spedific range

[ ] except if it uses the form name form

[ ] except with selected properties of documents or forms

[ ] exceptifitis a meeting invitation or update

[ ] exceptifitis from RS5 Feeds with spedfied text in the title
[ ] except if from any RSS Feed

[] except ifitis of the spedific form type

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

Apply this rule after I send the message
with @student.uws.edu,au in the redpient's address
Cc the message to Trim

Finish

Cancel < Back I Mext = I
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Give therule a

name x|

. Finish rule setup,
Click: P

Finish
Step 1: Spedify a name for this rule
Auto CC to TRIM for student emails

Step 2: Setup rule options
[ Run this rule now on messages already in “Inbox™
¥ Turn on this rule

™| Create this rule on &l accounts

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

Apply this rule after I send the message
with @student.uws.edu.au in the redpient's address
Cc the message to Trim

Cancel | < Back | Mexk = | Finish I

Click: x
OK

I i This rule is a dient-only rule, and will process only when Outlook is running.
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