How to file messages from people into folders of the
same name using a single rule.

Auto-mate 4.0 has a new feature that will allow you to automatically create the destination folder
to store your messages. Using this feature, you can configure a single rule to file messages into
folders named using the Sender Name (From address).

To configure this rule, start by creating a new rule in the Auto-Mate Rule Manager window.

Auto-Mate Rule Properties lﬁl
Group Mame: | Business B @*
Fule Marme: |File Mezzages by Sender | &

Rule Basics | Meszage Properties || Accounts & Types || Actions || E xceptions || Scheduling|

Select how ar when pour iile zhould be applied
Fule Tupe

[‘% Tvpe: | Scan messages when they arrive in my Inbox w

Qlder Than: | Ay Cuiztom days: IZI

Source Folder: |HF'ersunaI Falders\nbox |

Check meszages after they arive in my Inbox far the
charactenstics on the Meszage Properties tab, then apply the
zelected actions on the Actions tab.

Addrezzing

&3

b L] (&)

To | O
e | B

[ Add Fule ][ Cancel

On the Actions tab, select a folder level where the sub-folders should be created under. In the
following example, we'll select the root level folder. You can select any folder level.
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Auto-Mate Rule Properties

Group Mame: | Business b

Rule Narme: |File Meszages by Sender |

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

Ferform the following actions in sequence from tap to battam

[] Status Set ta Unread
[ Impartance | Set i Harmal

[[] Flag Status | Fallow-up Complete

[] Categonies  » 447, | |

[] Subiect Prefis with |
[ ] Forward |
[] Reply To Sender |

[ Exportss | et TXT) |

[ ] Print |H\F‘EHGENEK-555"~BEDH‘|E[ HL-1440
[] Copn To |

Move To | \Perzonal Folders

|
|
|
|
[] Attachments | Dietach/Save To | |
|
|
|

Delete Delete - move to Deleted [tems folder

[ ] Play sound | |

[ ] Shawe Alert | |

[ Add Pule ][ Cancel

Next configure this action to auto-create the destination folder. Click the Folder Options button:
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Auto-Mate Rule Properties

Group Mame: | Business b

Rule Narme: |File Meszages by Sender |

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

Ferform the following actions in sequence from tap to battam

[] Status Set ta Unread
[ Impartance | Set i Harmal

[[] Flag Status | Fallow-up Complete

[] Categonies  » 447, |

[] Subiect Prefis with |
[ ] Forward |
[] Reply Ta Sender |

[ Exports | Tewt] TXT) |

[ ] Attachments  Detach/Save To |

[ ] Print |H\F‘EHGENEK-555"~BEDH‘|E[ HL-1440
[] Copn To |

Move To | \Perzonal Folders

Delete Delete - move to Deleted [tems folder

[ ] Play sound |

[ ] Showe Alert |

[ Add Pule ][ Cancel

Then configure the following options:
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Folder Options E'

e Contral whether folders are automatically created bazed on
'-.II__F_, meszage properties

Automatically create a new folder below this level

Marming Format

Select any combination of these fields that are extracted from
the meszzage acted upon;

Fram Address LT w

Separate fieldz with:
(%) nore () zpace () dash () underzcore

Frewiew:

= Perzonal Folders
Jahn Smith

] 4 Canicel

Click OK, and the final settings should appear as follows:
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Auto-Mate Rule Properties

Group Mame: | Buziness v @+

Rule Mame: |File Mezsages by Sender | .

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

Ferform the following actions in sequence from tap to battam
I:‘ Statuz Set to Unread

[mportance T ab by Mermnal
=l 1 |

[ Flag Status | Fallaw-up Camplete

[] Categories 244 74, | |

[] Subiect Prefis with |
[ ] Forward |
[] Reply To Sender |

[ Exports | Tewt] TXT) |

[] Prirt
[]CopuTo |

Move To |"-.F'E[SIIIF|E|| Folderss[From Address)

MO OCRICs COC O 1 [H]|
WPERGEMEX-SBS4Brother HL-1440

[] Attachments | Detach/Save To | |

Delete Delete - move to Deleted [tems folder

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

[ Add Pule ][ Cancel

Save your new rule. Now as messages arraive, they will be files into folders named by the
Sender auto-created under the root folder level.

Note: This is a very powerfil feature and care should be taken to deploy this type of rule because
if you have many messages in your Inbox, and this rule executes, many new folders will be
created. Please test this feature with a small number of messages first to observe the way it
works.
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