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Thanks, Chris!

Testing my new box out on outlook to see if | have it ight. I you all would like | will put together
picture step-by step instructions on how to do it o outlook users. Just let me know at
supenisor@crems org

Ken Yoakum, MICT I/C
Crawford County EMS
Box 292

Girard, Ks. 66743

(620) 231-3344.

You are currently subscribed to kansas-ems as: supervisor @crems.org,
To unsubscribe send a blank email to leave-42939-52115L @list da state ks.us
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Go to your email and click on “Tools” and scroll down to Rules and Alerts. 
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Choose “ New Rule” and click on it opening the following box.
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It should be on “Move Messages with specific words in the subject to a folder” or the second choice in the box under step 1. At the step 2 box below click on the blue highlighted “Specific words”. 

You will then see the following screen.
[image: image4.png]Fle Edt Uew Go ook Adions Hep
i 3Anew - | S B3 X | Bureply ERReplyto Al (@) Forward | FsendiRegeive ~ | SpFind ) | (@) Type acontacttofind  + | @!

@ searcn [

Favorite Folders Artanged By: Date | Newe. EA picture instructions

=lB]x]

Type 3 question for help  +

Contacts Regon 1

2 cstomercare@sined
] Tasks Order St Updst,

{23 Emergency Medical Pro.
Thank you for ordering. =

= tobon &) e oE
= pbul 5 rod R (2]
9 ety St 1o ol romaterplte
o For Folow tp 2 sat © start from a bank rule
55 et Rems Step k know how to do
Al Folders e Siep 1 Select  template
E[ Te—— ity IR [ stay orgarizea 5
5@ peleteditems 79 | & e
st seRv Gate
st seRvt X Specty words orphrases o seach for I the subject
sy tash e
orates (1] I Bl
& Cimbos &) 3 vest searhlet P
s Inprtant | e
e Litsery 2] | o manner constet vt
NINS Certficates Emer FE— [2ing i amascrany sachment
Gt B our | Rl deser
] L | [ esresmmton.
Qubox emsi
5 seneens Y™
(Y search Folders P Cancel
23 et Folders
S Last
Y Example: Move mail with Project inthe subject to my Project folder
vour
(3 Ross|
S P
B oot
2 catentor e
O warisheks Fafin

513 Items

@) start| [T nbox - Microsoft Dut... 4] Document2 - Microso..





Type in the following [Kansas-ems] with the brackets on the ends like you see them and click “add”. Then click ok

You should be back here at the picture seen below. 
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Pick “specified” under step 2 at the bottom of this window. 
You should be here. Click on “Inbox” and choose “new” at the right side. 
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Now type in under “Name” the name of your new folder where you want these messages to go to. 

Click Okay. You now see a window showing you the inbox with your newly created folder highlighted. If so click Ok.  Now click “next” 3 times until you see……………
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Place a check mark in the box beside “Run the rule on messages already in “Inbox” to move all the Kansas EMS Listserv messages to this folder. If you don’t want all those messages going there then do not click the check mark into the box. 

Click Finish and then choose apply on the remaining window. Now click “Okay”. 

All EMS Listserv messages should now go into this folder. To view the folder simply click on the + sign to the left of the “Inbox” and then the folder which you named. 

