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1. Login to email account. Go to Gear Settings
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2. Click ‘Settings’

Jutlook

Settings X

Search all settings -

Automatic replies
Create an automatic reply (Out of office)

message.

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connectad
to a network,

Manage add-ins
Turn add-ins from your favorite app vendors on
and off.

Manage connectors
Connect Qutlook to your favorite services.
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3. Bottom of the page. Click ‘Mail’

Your app settings
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Mail
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Calendar

People

4. Click ‘Mail’ on the left menu of the browser. Go to ‘Inbox and sweep rules’ option. Tick and delete
any unwanted rules.
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5. Click ‘Dustbin’ to delete ticked rules. Click ‘Save’

@© Options
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Automatic replies + (‘ : ‘\ v
- m
Clutter {_ -
Inbox and sweep rules On MName
vy VLI FIUVISION SLUUETIL
Junk email reporting
Mark as read v Sistermn ServisDesk@FPKT:SPO
Message options ../ Sistem ServisDesk@PPKT
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The new Outlook

1. Click ‘Settings’
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2. Click ‘View all Outlook Settings’

Settings X
Search Outlook settings

Theme

. Office 23 m H
s . r Z
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Dark mode (O @ )

Conversation view ()
™\
() Newest messages on top
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KD Newest messages on bottom

(@) Off

Reading pane
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{ rules \
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Inbox rules
Sweep rules

Events from email

3. From Mail = Rules. Check unwanted Rules
Settings Layout Rules X
Search settings Compose and reply If the message was received from "Penerbit Universiti Sains Malaysia', move the message L D
to folder 'penerbit’.
. Attachments
o3 General
Rules Mail Provision Student
= Mail 0 - g . T L L
If the message includes specific words in the subject ‘Mail Provision Student’, move the
B Calendar Sweep message to folder 'mailprovision’.
Junk email
Rl =t @) Sistem ServisDesk@PPKTSPO
Customize actions X X
If the message was received from 'Sistem ServisDesk@PPKT:SPO', move the message to P O
Message handling folder 'Servisdesk’ and stop processing more rules on this message.
Forwarding .
m Sistem ServisDesk@PPKT
Artmmantie ranline e - - - [T DU PR ]
4. Delete by clicking Dustbin
g U Ty, ~
‘) Sistemn ServisDesk@PPKT:SPO < N

If the message was receivad from 'Sistem SenvisDesk@PPKT:SPO, move the message to [ A A A2 \

folder 'Servisdesk’ and stop processing more rules on this message. \
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5. Click ‘Save’

Settings Layout Layout
Search settings Compose and reply
Focused Inbox
B Attachments
3 General § :
~ul Do you want Outlook to sort your email to help you focus on what matters most?
ules
= Mail ~
'C :' Sort messages into Focused and Other
. Sweep -
= Calendar Don't sort my messages
Junk email

View quick settings
Customize actions
Message organization
Message handling
. How do you want your messages to be organized?
Forwarding
p

'\_: Show email grouped by conversation

Automatic replies
Show email a5 individuzl messages
Retention policies

Sender image
Choose whether to show each sender's image in the message list. The sender's initials will be shown if a pheto isn't available.
Show sender images

Ny
() Don't show sender images
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