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1. Click on the E-mail tool

2. Click on the “Options” tab

Setting E-mail Filters
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Your Location: E-mail / E-mail Sptions
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Address Book Preferences
Choose haw many cantacts you want displayed per page.

Auto Forward
Farward your e-mail to another e-mail account for offline
ressage ranagemant.

Auto Reply
Send & custorn message autarnatically when you are away,

Block Addresses
Block addresses from which you do not wish to receive e-mail.

Display Settings
Set your display settings such as lacation for deleted messages
and number of massages per page.

Filters <

4. Select the
hyperlink for
“Filters” from the
listing below

<
Sart your incoming e-rmail automatically inta folders and also
filtker out unwanted e-mail.

Message Preferences
Set your outgoing message preferances such as saving a copy
of sent massages and requesting return receipts.

Retrieve Other E-mail
Retrieve e-mail from all your other accounts (IMAP 2 optionally
POP, depending on your school's configuration] inte ane place,

Signature
Create = personal signature to attach to your outgaing
messages
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On the next screen:

5. To create a new
filter, click “Create
Filter”, this takes you
to the “create/edit
filter” screen (below)

Use the breadcrumbs under “Your
Location:” to go back to options (or
any previous view), not the back
button on your browser

; —
MY DISON @ E-MAIL
E-mail Address Book ® Exit (2 Help
Get Mail Carmpase ehochmeister@edison.edu
] &
Filters /

Your Location: E-mail / Options ¢ Filkers

This fasture allows you to create any number of conditions that determine whether massages are to be routed to different folders
based on the message sander, subjact or even to whom It's sddressed.

8. Click the “Apply
Filters Now”
button to select all
created filters on
e-mail messages,
and begin using
them

Filter 1 Edit | Dalate

I Fromn contsins lurminus
I TofCc contains Stephen Howell EnabNd

6. Click the edit
hyperlink to modify, or
delete hyperlink to
remove for each filter

n
» Create Filter ‘/

<
If Subject begins with Partal <
then deliver to Edison Mail account, Perzonal folder

9. Filter messages by
describing keywords
about the e-mail that you
wish to filter. You can
put in keywords for the
From, To/CC, and
Subject headers (3).
The drop down caret
allows you to organize
keywords by whether the
header begins with,
contains, does not
contain, or ends with
that keyword

7. Use the “enabled”
checkbox to pick and
choose which created
filters that you wish to
use at that time

= wihen you dick this button all of your filters will ba saved and will be applied to existing messages in
SnnbHlirers N your primary inbax,
0K Cancel
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Create/Edit Filter begins with
Your Location: E-mail / Gptions / Filters / Create/Edit Filter begins with
Filtar messages whare all of the fallowing conditions axist: contains
" £ 15 filt ;
e e doesn '_:'t contain
R ends with
Frorn header: | containg Ommus 1

TofCC header: | contains |»| Stephen Howell

Subject header: | heging with |3 [Portal

O mateh caze <@
€

Once you have
created or edited
filters, Click “OK”
button on the “Filters”
page to save your
changes and return to
“options”

Please choose the destination folder for this filter.
Choose Folder
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10. Click the “match
case” checkbox if you
wish the keywords
above to precisely
match the capital and
lower case letters you
typed for those
keywords

1

12. Click “OK” button
to save the new
filter.

11. Click the “Choose
Folder” button to
select which folder the

e-mails are filtered to
(folders need to be
created beforehand)




