How to create Auto CC rule in Microsoft Outlook?

In case you want to automatically CC a copy of message that is sent from your desired exchange
email account with Microsoft Outlook, you could follow the procedures shown below to create an Auto
CC rule and make it effective in your current copy of the Microsoft Outlook.

1. Start Microsoft Outlook. Make sure you are under Home tab of the Mail section and then
click on Rules and then Manage Rules & Alerts.
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2. A Rules and Alerts window pops up, click New Rule.



E-mail Rules Manage Alerts

Apply changes to this folder: | EbBoX [eE test@uUsERK] T TV |

Change Rule ~+ 23 Copy... X Delete | & w RunRulesNow... Options

|Rule (applied in the order shown) | Actions

|

Select the New Rule” button to make a rule.

Rule description (click an underlined value to edit):

Enable rules on all messages downloaded from RSS Feeds

click Next.
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Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
"3 Move messages from someone to a folder
LB Move messages with specific words in the subject to a folder
LB Move messages sent to a public group to a folder
¥ Flag messages from someone for follow-up
\.B Move Microsoft InfoPath forms of a spedific type to a folder
™3 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
. Display mail from someone in the New Item Alert Window
W) Play a sound when I get messages from someone
ﬂ Send an alert to my mobile device when I get messages from someone
Start from a blank rule

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after I send the message




4. Tick through the specified account and then click on specified as shown below.
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Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condlhon(s)

] marked as sensmwg

[] sent to people or public aroup

\[] with specific words in the body

] with specific words in the subject or body

|["] with specific words in the recipient's address
[] assigned to category category

\[[] assigned to any category

"] which has an attachment

[ with a size in a specific range

;[] uses the form name form

\[] with selected properties of documents or forms
[] which is a meeting invitation or update

|["] from RSS Feeds with specified text in the title
] from any RSS Feed

(] of the speific form type -

Staep 2: Edit the rule description (dick an underlined value)

m

W

and on this computer only

[ concel | [ <Bak || dext> | [ Fnsn |

A
5. Select your account or if you have configured more than one account, please scroll through
the account selection window for your account. Then click OK.

rAccount
Choose the Account ’oo d'»ed( for: .
Account:  EEESEIGUSERK T

Lok ][ cancel |

6. It returns to the previous window. Check that if a tick is put next to through the specified
account and click Next.



7.

Rules Wizard — M

Which condition(s) do you want to check?

[] marked as sensitivity
[] sent to people or public aroup

[] with specific words in the body

[] with specific words in the subject or body

[] with specific words in the recipient's address
[] assigned to cateqory category

[] assigned to any category

[] which has an attachment

[] with a size in a specific range

[] uses the form name form

i [] with selected properties of documents or forms
[] which is a meeting invitation or update

[] from RSS Feeds with specified text in the title
[] from any RSS Feed

[] of the specific form type v
Step 2: Edit the rule description (dick an underlined value)
Apply this rule
'| | through theicc_test2@ust.hkiaccount
and on this computer only
|
| cancel | [ <Back Next> [}| Finsh |

Tick Cc the message to people or public group then click on people or public
group as shown below.
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What do you want to do with the message?
Step 1: Selec_t action(s)

[] assign it to the cateqory category

/[] move a copy to the specified folder

[] fiag message for action in a number of days
|D cear message's categories

{[_] mark it as importance

|[7] stop processing more rules

[] perform a custom action

[ mark it as sensitivity

[] notify me when it is read

Step 2: Edit the rule description (dick an underlined value)

| Apply this rule after I send the message
through the cc_test2@ust.hk account

‘ and on this computer onl
Cc the message ¥'Deople or public arous™

[ concel | [ <gack |[ mext> | [ Fosh |

8. A Rule Address window pops up. Scroll from the selection pane and click on your account

description then click To->, or simply input your exchange account information as shown
below. Click OK.
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9. Check that if a tick is put next to Cc the message to people or public group. From the
lower half of the displayed window, Cc the message to is followed by your inputted
exchange account information as shown below. Click Next to proceed.




Rules Wizard p A . [

What do you want to do with the message?
Step 1: Select action(s)

[] assign it to the cateqory category

[] move a copy to the specified folder

[] flag message for action in a number of days
[] dear message's categories

[] mark it as importance

[] stop processing more rules

[] perform a custom action
[ mark it as sensitivity

[] notify me when it is read

Step 2: Edit the rule description (dlick an underlined value)

Apply this rule after I send the message
through the cc_test2@ust.hk account

and on this computer onl
Cc the message

Comet ) [C<mse ) (oo |




10. There is no additional criteria in this setup page is required, click Finish to proceed.
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Are there any exceptions?

Step 1: Select exception(s) (if necessary)

[ ]iexcept if the subject contains specific words

\[[] except through the specified account

E[] except if it is marked as importance

\[[] except ifit is marked as sensitivity

\[[] except if sent to people or public group
\[[] except if the body contains specific words
\[[] except if the subject or body contains specific words

|[T] except with specific words in the recipient's address

\[[] except if assigned to category category

\["] except if assigned to any category

j[] except if it has an attachment

;[] except with a size in a spedific range

\[[] except if it uses the form name form

\[[] except with selected properties of documents or forms
;I:I except if it is a meeting invitation or update

\[T] except ifitis from RSS Feeds with specified text in the title
\[[] except if from any RSS Feed

\[[] exceptifitis of the specific form type

Step 2: Edit the rule description (dick an underlined value)

il | Apply this rule after I send the message

through the cc test2@ust.hk account
and on this computer only

Cc the message to cc test2@ust.hk

cancel | | <Back || Mext> ]-

11. A warning dialogue box is popped up. It warns you about that, only messages sent from your
selected account with the current running copy of Microsoft Outlook 2010 will become

effective with this Auto cc function setup when the captioned Outlook is still running.
Click OK to proceed.
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Microsoft Outlook [
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4 Ié This rule is a dient-only rule, and will process only when Outlook is running.
12. You will return to the Rules and Alerts window. Check that if a tick is put next to your

newly created Auto cc rule, the desired account and the cc account information is displayed
correctly to your selection. Click OK to finish your setup.




13.

Rules and Alerts
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In case you need to use the rule from another PC, please setup the rule again by delete it

and add again.

Microsoft Qutlook

| Cne or more rules contain errors, Delete or modify these rules.
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