Ready Reference 092508

Moving Sent Items from Exchange to Personal Folders in 2007

Introduction

This document contains instructions on how to create a rule to move your e-mail message to the
sent items personal folder.

e open Microsoft Outlook 2007
e click Tools

e select Options and click E-mail Options under the Preference tab

Message handing

After moving or deleting an open item:  return ko the Inbox v
[ close original message o reply or Forward
[(JEave copies of messages in sent Ttems foider,

Automatically save unsent messages

Remove extra line breaks in plain tegt messages
Shade message headers when reading mail

[ advanced E-mail Options... | [ Tracking Optiars... |

©On replies and Forwards
3 When replying to a message
;4.\.\ replying al
=% Indude original message text A4
When forwarding a message

Include original message text v

[ Mark my comments with:

e uncheck the option Save copies of messages in Sent Items folder
e click OK

e click OK

To set up a Rule to move copies of messages to a Personal Folder:

e click Mail in the Navigation Pane
e click Tools and select Rules and Alerts

The Rules and Alerts dialog box displays.

E-mail Rules | Manage Alerts

[ new Rule... |change Rule + E3 Copy... X Delete | # Run Rules Mow.... Options

Rule (applied in the order shown) Actions

Select the "New Rule” button to make a rule,

Rule description {click an underlined walue to edit):

[CIEnable rules on all RSS Feeds
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e click New Rule from the E-mail Rules tab

The Rules Wizard dialog box displays.

Rules Wizard

Start from a template or from a blank rule
Step 1! Select a kemplate

Stay Organized
(3 Move messages from someone to a folder
™3 Move messages with specific words in the subject to a folder
™3 Move messages sent to a distribution list to a folder
¥ Delete a conversation
Y Flag messages from someone For Fallow-up
13 Mave Microsoft Office InfoPath forms of a specific type to a folder
.\’3 Move RSS items From a specific RSS Feed to a Folder
Stay Up to Date
“4; Display mail from someane in the Mew Item Alert Window
W Play a sound when I get messages From someons
a Send an alert ko my mobile device when I get messages from someone
Start from a blank rule
= Check messages when they arrive
i1 Check messages after sending

Step 2: Edit the rule description {click an underlined value}

Apply this rule after I send the message

e select Check messages after sending under Start from a blank rule
e click Next

Rules Wizard El

‘which conditionis) do you want to check?
Step 1: Select conditions)

[] through the specified account ~
[] marked as importance

[] marked as sensitiviey

[] sent ta people or distribution lisk

[] with specific words in the body

[] with specific words in the subject or body

[] with specific wards in the recipisnt's address

[] assigned to category category

[] assigned to any category

[] which has an attachment

[] with a size in a specific range

[] uses the Form name form

[] with selected properties of documents or Forms

[] which is a meeting invitation or update

[] from RS5 Feeds with specified text in the title

[] From any RSS Feed

[ of the specific Form bype

nachine onl i

Step Z: Edit the rule description {click an underlined walue)

Apply this rule after I send the message
on this machine only

[ Cancel ][ < Back. H Mext = l[ Finish

e scroll down and select on this machine only
o click Next



Rules Wizard

what do you want ko do with the message?
Step 1: Select action(s)

[ assign it ko the category category
move a copy o the specified Folder
[ Flag message For action in a number of days
[] clear message's categories

[] mark it as importance

[[] stap processing more rules

[ perfarm a custorn action

[ mark it as sensitivity

[] notify me when it is read

[ natify me when it is delivered

[] e the message to people or distribution list
[] defer delivery by 3 number of minutes

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

on this machine only

move a copy ko the specified Folder

[ Cancel ][ < Back ” Mext = 1[ Finish

e select move a copy to the specified folder
e click specified under Step 2

Rules and Alerts

Choose a folder:

{a] Deleted Items A~ oK
3 DoIT |
[ MO
[ Inbax New .

B tourmal
L@ Junk E-mail
o | Motes

L3 outbox
1 Purchasing

= Public Folders

-

e scroll down and select Sent Items under Personal Folders
e click OK

e click Next

e click Next



Rules Wizard EJ

Finish rule setup.

Step 1: Specify & name For this rule

Sent Trems

Step 2; Setup rule options

Fun this rule now on messages already in "Inbox"

Step 3i Review rule description {click an underlined value to edit)
Apply this rule after 1 send the message
on this machine only
move a copy to the Sent Tkems Folder

e type Sent Items under Step 1: Specify a name for this rule

To activate setup rule option:

e check the box next to Run this rule now on messages already in “Inbox”
e check the box next to Turn on this rule

If you have successfully setup a Rule to move a copy of your e-mail messages to the Sent Items
folder in your Personal Folder, the rule description is listed in Step 3.
Step 3: Review rule description {click an underlined value to edit)

Apply this rule after I send the message
on this machine only
mowe a copy ko the Sent Items Folder

Note: If the rule does not appear as above, then click Cancel or the Back button to redo the steps.
e click Finish

A message displays, “The rule is a client-only rule, and will process only when Outlook is
running.”

e click OK
e click Apply and click OK

Note: Sent Items will now be copied and placed in the Personal Folders. The existing Sent Items will
remain in your Exchange Server until manually removed.



