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Create Outlook Rules to Funnel CRM Comments

Every time a comment is logged on a case, you will receive an email notification. In larger units, this isn’t particularly
helpful. Setup the following Outlook rule so your person inbox isn’t flooded with these emails.

In Outlook, click Rules in the Move section of the ribbon then Manage Rules & Alerts.
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Rule description [click an underlined value to edit}:
Apply this rule after the message arrives
sent only to me
and from support@sciguest.com
and with Folder: COrg: inthe body
move it to theisupport@sciguest folder
|:| Enable rules on all messages downloaded from R55 Feeds
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On the next screen, make sure Move messages from someone to a folder is highlighted (it should be by default) and
click Next.

| Start from a template or from a blank rule
S5tep 1: Select a template
Stay Organized ‘
‘ EJ;I Move messages from someone to a folder ‘
EL-I Move messages with specific words in the subject to a folder
| EL-I tMove messages sent to a public group to a folder
FD Flag messages from someone for follow-up f
EI:I Move R55 items from a specific R55 Feed to a folder ‘
| Stay Up to Date
Fﬁ" Display mail from someone in the New ltem Alert Window
<]|i| Play a sound when | get messages from someone
D Send an alert to my mobile device when | get messages from someone
Start from a blank rule
| Apply rule on messages | receive
E‘ Apply rule on messages | send

Step 2i Edit the rule description (click an underlined w

Apply this rule after the message arrives
from people or public group
move it to the specified folder

and stop processing more rules

Example: Mowve mail from my manager to my Hig ce folder

Cancel < Back Mext = Finish
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On the next screen, make sure from people or public group is highlighted (it should be by default), then click people or

public group in the Step 2 box.

Rules Wizard

Which condition(s) do you want to check?
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 group

[] with specific words in the bady

[] 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 (click an un ined value)

Apply this rule after the message arri

from people or public group

maove it to the specified folder
and stop processing maore rules

~ ‘

Cancel < Back MNext = Finish

A new window opens. Enter noreply@salesforce.com in the From field and click OK.
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Next, click specified in Step 2. We’ll now tell Outlook where to send messages from this sender.

Step 2: Edit the rule description [click an underlined value]

Apply this rule after the message arrives
from noreply@salesforce.com
move it to the specified folder

and stop processing more rules

Example: Mowve mail from my manager to my High Importance folder

Cancel

< Back

Mext =

Finish

salesforce

In the new window click New to create a new folder in your Inbox.

In the Name field enter “Case Comments” then click OK.

Create Mew Folder

Mame:

*

|Case Ccumments|

Folder contains:

|Mai| and Post [tems

|

Select where to place the folder:

v @ schavezz@iu.edu
D Archive
» ] Inbox (2)
¢ Drafts
>
> Calendar
» A= Contacts
> D Conversation Hi
@ Journal
IE Junk Email [15]
F1 sent Items

Deleted ltems (256

ok | | cancel
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Rules and Alerts

Choose a folder:

v B schaver2@iu.edu

D Archive

» ] Inbox (2|
>
> alendar
» A= Contacts
> El Conversation History

@ Journal

C& Junk Email [19]

El sent [tems

D Motes

E'Q Cutbox

E RS55 Subscriptions

|

Cancel

EIE
*
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Continue clicking OK until you’re back at the Rules Wizard window, then click Finish.

Rules Wizard *

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
EL-I Move messages from someone to a folder
EL-I Move messages with specific words in the subject to a folder
EL-I Move messages sent to a public group to a folder
Ft' Flag messages from someone for follow-up
EL-I Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
Fﬁ‘ Display mail from someone in the New ltem Alert Window
Qﬂ) Play a sound when | get messages from someone
Send an alert to my mobile device when | get messages from someone
Start from a blank rule
| Apply rule on messages | receive
B’ Apply rule on messages | send

Step 2: Edit the rule description [click an underlined value)

'Applythis rule after the message arrives
from noreply@salesforce.com
mave it to the Case Comments folder
and stop processing more rules

Example: Mowve mail from my manager to my High Importance fol

Cancel < Back Finish

In the Rules and Alerts window click Apply.

Rules and Alerts >

Email Rules  Manage Alerts

Apply changes to this folder: | Inbox [schavezZ @iu.edu] v
;s Mew Rule... Change Rule - EFE“‘ Copy.. )( Delete ¥ Run Rules Mow... Options
|Rule (applied in the order shown) | Actions |

ﬂ noreply @salesforce.com
ZI sent only to me

z‘ IU list system

ZI support@scguest.com
z‘ ‘buyiutesting4 @iu.edu’
z‘ ‘buyiutestingd @list.iu.edu’

(S22

Rule description (click an underlined value to edit):
'Applythis rule after the message arrives

from noreply@salesforce.com
move it to the Case Comments folder

and stop processing mare rules

|:| Enable rules an all messages downloaded from RS5 Feeds

Cancel Apply

All new emails from that sender will be automatically funneled into the folder you specified.
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