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Overview:

This memo explains how to set up GroupWise rulHsere are a number of rules that you can set GraupWise,
including forwarding your messages to another d-awount and setting up an automatic reply. Tiesno will
explain how to use the Rule feature of GroupWise.

Rules:

Rules are tasks that you set up which do spetifitgs to your messages. The most often usedsieriward,
which allows you to forward messages that you kect another e-mail account. There are a vaoktifferent
rules that you can set up: Forward, Reply, MovEdMler, etc.

A Cautionary Note When Using Rules:

If rules are set up incorrectly they can causeugison to the e-mail system or make your e-maibaot unusable.
For example, when you use a Forward Rule from @naupWise account to an outside e-mail accountdirestes
a loop that continuously forwards the messages aadKorth between the two accounts. If you dantice what is
happening fairly quickly, you can end up with thands of messages in both accounts. Common waysahis
occur include forwarding to a dead e-mail accouat farwarding to a full e-mail account. If you anesure about
something when setting up a rule, please ask &istasce.

You areresponsiblefor ensuring that rulesyou create work properly and do not disrupt the e-mail system. If
you create rulesthat disrupt the e-mail system your e-mail account and\or the offending rule may be disabled
without notice by the univer sity.

Setting Up a Rule:
We will use the Forward Rule as our example:
1. In GroupWise, select Rule from the Tools menu.
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2. The Rules dialog box appears. Click New.
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3. The New Rule dialog box appears.
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4. Type a name into the Rule name box. From the Aattbn button, select Forward.
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5. The Forward dialog box appears. Type the addreés/ou want your messages to forward to intbe T
field. Type a Subject and a message. Click OK.
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6. The Rule will appear in the list of rules on Rles dialog box.
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7. To deactivate a rule. Go to the Rules dialogdmuck uncheck the box next to the rule.
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Other Helpful Information About Rules:
1. Rules can be set up to be active for specifiedygf messages (i.e. e-mail messages, phone mgssage
appointmentsdr for specific addresses.
2. You can set up filters for a number of differatttibutes that the message must have before késru
applied to it.
3. If you deactivate the rule instead of deleting@u can turn it back on without having to recegafrom

scratch.



