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How Do | Create a Sent-mail Filter for my Outlook IMAP Account ?

This document addresses the issue with Outlook IMAP accounts where messages sent out save locally
to the Sent Items folder of an Outlook account. Because of this, there is no synchronization of sent
mail between the local computer(s) and the Haas mail server. So the user does not always see the
same sent messages when he/she logs in to different computers and from different mail clients—such as
Outlook and Webmail. One possible solution to this is creating a filter that will transfer or copy messages
from the local Sent Items folder to a folder on your Haas IMAP account. The following instructions will
show you how to create such a filter, one that will copy any mail in the default Sent Items folder, and any
new sent messages, to a folder within the Mail folder of your Haas IMAP account.

Step Procedure lllustrations
1
Create New Folder, fg|
If you do not have an IMAP folder where
you would like to copy your sent e
messages to, you will need to create this |Sent:ai |
first. Folder contains:
|Mail and Post: Ikems v|
So right click on the mail folder under
yOUf haas berkeley edu account Select where to place the folder:
=l &3 haas.berkeleye.edu ~
. [ ~paraiso
Select New Folder... and give the new £3 Calendar
folder a name. (3 Deleted Irems
[ nbox
. . [ Junke
In this example we will name the folder E3 Junk E-mal
Sent-Mail. = Ca [
[ Sent Ikems
3 Trash =
¥
QK ] [ Cancel
2
Rules and blers [?]x]
After the above folder is created, go to Evmad Rules | Wanage dlers
your Sent Items folder and select it. This o .
. . applied in order shown) ctions
is very important because the folder Selecthe New Rule”bton ta ke are.
you select here is the one arule, or
filter will be created for. So make sure
you are selecting the correct one.
Then go tO TOOIS > Rules and Alerts Rule description (click an underlined value to edit):
Click on New Rule.
o]
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How Do | Create a Sent Mail Filter for my Outlook IMAP Account ? (continued)

In Step 1, select the box “through the
specified account”

And in Step 2, click on the specified blue
link to select the account. Choose
haas.berkeley.edu.

Click Ok, then Next.

3
_ . RiilesWyiZard) ]|
At the next window select “Start from a
b | an k ru | e’ () 5kart creating a rule from a kemplate
p i - Start from a blank rul
and “Check messages after sending e Al
Step 1: Select when messages should be checked
. Check messages when they arrive
C|ICk NeXt. fter sending
Step 2: Edit the rule description {click an underlined value)
Apply this rule after I send the message
= Back Mext = l [ Finish
4

Which condition{s) do you want to check?
Skep 1: Select condition(s)

[ with specific words in the subject
through the specified account

[[] marked as importance

] matked as sensitivicy

[ sent to people or distribution list
[T with specific words in the body
O with i A e i
[l with | eyt m
[ assi

O whicl Choose the Account ko check for:
[ with

W Account:

Step 2: B

(=] (2]

Apply this rule after I sand the message
through the specified account
and on this machine only

Cancel ][ < Back ][ Mext = ][ Finish

Computing Services
Last Updated: 7/28/2005

Haas School of Business Page 2
University of California Berkeley

Paz M-C




How Do | Create a Sent Mail Filter for my Outlook IMAP Account ? (continued)

At the next window you will have to
choose what you want to do with the
message. In this case check the box
“Move a copy to the Specified folder”.

‘What do you want ko do with the message?
Step 1: Select actions)

Unfortunately Outlook does not have the Ti‘“”l“ = th‘j Pa— ]
option to simply transfer a sent-mail Ef .
. . L
message —like in Eudora. [, Chooseafolder:
Op A3 Journal
[ L gl Junk E-mail
Then go to Step 2, and choose the O ] hiotes
specific folder where you want to move S” g Outbox Y=
. . . . g L= Sent Items
your sent mail to. In this case it will be the Od 2] Tasks
Sent-Mail folder within your mail folder = haésl-b:fkeb(ﬁ-;d“
. . . Y noox
that was created at the beginning of this ;* ————
document. Step 5 3 mai
APE 3 Junk E-mail
thrg Ca
ar| + [ TestFolder
Mo [ TestTwis ¥
Cancel ] [ = Back ][ Mext = ] [ Finish ]
HOESEVi =i a
‘What do you want to do with the message?
Step 1: Select action(s)
O assign it ko the category
[] Flag message for
] mark it as
O stop processing more rules
Under Step 2 at the bottom, the account Eperfkorm
. . - mark it as
that this rule applies to should be showing ] notiy me when it s read
as haas.berkeley.edu, and the folder L notify me when it is delivered
. . . [[] e the message to
Where your Sent'ma" W|” be COpIed tO [T defer delivery by minukes
should be showing as Sent-Mail.
CI|Ck Next . Step 2: Edit the rule descripion {click an underlined value)
Apply this rule after I send the message
through thethaas,berkeley . eduiaccount
and on this machine only
move a copy ko the Sent-Mail Folder
Cancel ] [ < Back ” Mexk = ] [ Finish
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How Do | Create a Sent Mail Filter for my Outlook IMAP Account ? (continued)

6
On the next window you will be asked to
choose any exceptions to this rule. | RulesWYizard 3
Are there any exceptions?
Don’t choose any’ and click Next. Step 1: Select exception(s) (if necessary)
[ except thraugh the account
[ except i it is marked as
[ exccept i it is marked as
[[] except if sent to
[ except i the bady conkains
[ except i the subject or body contains
[[] except with in the recipient's address
[ except i assigned to category
[ except i it has an attachmenk
O except with a size
[ except i it uses the fFarm
[ except with of documents ar Forms L
[ except if it is & mesting invitation or update
Skep 2: Edit the rule description {click an undetlined value)
Apply this rule after I send the message
through the haas.berkelev, edu account
and on this maching .
mave a copy ta theiSent-Mailifalder
Cancel ] [ < Back. ][ Mext = ] [ Finish
7
At the next window you need to specify a
name for this rule in Step 1. We will use Rules Wizard (X
Sent'MaiI F||ter Finish rule setup.
. Step 1: Specify a name for this rule
In Step 2 you have the choice to “Run Sent-Mail Fileer
this rule now on messages already in oo 21 et el o
Sent Items” and to “Turn on this rule”. R < SR SR
Run this rule now on messages already in “Sent Ikems"
Once you make your choices, click Finish. [T Trm o s re
Skep 3: Review rule description (click an underlined value to edit)
Apply this rule after the message arrives
through thed Jberkeley, eduiaccount
and on this machine only
move it to the Sent-Mail Folder
Cancel ] [ < Back
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How Do | Create a Sent Mail Filter for my Outlook IMAP Account ? (continued)

8

At the E-Mail Rules Tab, click Apply and [ []X]
then OK. E-mal RUSS | Manage Alrts

% New Rule... Change Rule~ 3 Copy... X Delete | Fun Rules Mow... Options

Rule {applied in the order shown) Actions

[v] sent-Mail Filter 5

Rule description (click an underlined walue to edit):

sl et

Ao i i oy
move it ko the!iZent-Mailfolder
o [ cancel [ apotv
Congratulations! You have now created
a filter that will move a copy of your sent
mail items to a folder of your choice on
your Haas IMAP account. Your outgoing
mail will now be synchronized! Make
sure to create this rule on all the
computers you use to read and send
mail so that your sent-mail always looks
the same. Also, make sure to periodically
clean out your local Sent Items folder, or
your Sent-Mail folder—whichever you
don’t want to keep permanently— to have
the extra space.
Computing Services Haas School of Business Page 5

Last Updated: 7/28/2005 University of California Berkeley Paz M-C



