How to file email messages after they have been read

To configure a rule in Auto-Mate to file email messages after they have been read, follow these
steps:

1. Create a new rule in the Auto-Mate Rule Manager window.

2. On the Rule Basics tab, configure the following settings:

Auto-Mate Rule Properties

Group Mame: | Business b

Rule Marne: |File meszages after reading |

Rule Basics |"-r':'|E.'SS-3g|E-|-:;-erE["tiE;i: Sccounts b Types | Actions | Exceptions :i.Scheduling|

Select how ar when paur rule should be applied
Fule Type

Twpe: | Scan messages after a period of Bme in a folder Nl

Older Than: | 15 min % !_ / Cuztom da_us:| ! l;%

Saource Falder: |‘»F‘eral:unal Faolders\nbos % | L |I§

Scan mezzages after a penod of time in a folder far the
characteristics on the Message Properties tab, then apply the
zelected actiohs on the Actions tab.
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3. Next on the Message Properties tab, set the Status setting to Read. See below:
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Auto-Mate Rule Properties

Group Mame: | Business b

Rule Marne: |File messages after reading |

| Rule Easics| Meszage Properties | Accounts & Types " Actions || E «ceptions || Schedulingl

Only conzider meszages that have the following properties

Other properties
Subject | 4 3 | |
Meszage: | v | |
Category: | al v | | [ J
Header: |a) w | |
Status: | Aead ' Only Items That: | All [tems .v'
Importance: | Any Attachments: | lgnore by
Flag Status: | Don't Care w

M eszage Size

@ [] Consider Size Greater thar: |0 KE

| AddRue || Cancel |

4. Finally, on the Actions tab, select the Outlook folder that you wish to move the read
messages to:
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Auto-Mate Rule Properties

Group Mame: | Business b L

Rule Mame: |File mezgzages after reading | .

| Rule Basics || Meszage Properties || Accounts & T_I,Ipesl Actions | E «ceptions || Scheduling|

Ferform the following actions in sequence from tap to battam

[] Status Set to Unread
[] Importance | 5t ta Marmal

[ Flag Status | Fallaw-up Camplete

[ ] Categories Add To | |

[] Subject Prefis with |
[] Fanwmard |
[ ] Reply To Sender |

[ ] Export &z Text THT] |

[ ] Print |"-."ul_"EHGEFE.‘-‘":-EHS'&Gther HL-1440
[] Copn To |

Move To |"-.F'E[SIIIF|E|| FaldershTest 2

|
|
|
|
[] Attachments | Detach/Save To | |
|
|
|

Delete Delete - move to Deleted [tems folder

[ ] Play sound | | - ||
[ ] Showe Alert | |

Add Fule [ Cancel

5. Save the rule.

Auto-Mate will now scan your folder periodically and move read messages to the folder you
configure automatically.
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