APPLY CONDITIONAL FORMATTING TO MESSAGES
IN YOUR INBOX

Use Conditional Formatting to make messages stand out in your inbox.

O From the Inbox, select the View Tab and choose View Settings.

HOME SEND / RECEIVE FOLDER VIEW
= F - Co m
f_) ,d? Show as Conversations 3 pate €2 From 210 B8 Categories
- _ -
Change View Message | ™ Flog: Staff Date 1™ Flag: Due fhte [H Size & subject
View~ Settings Preview -
Current View Messages Arrangement

@® Choose Conditional Formatting.

Advanced View Settings: Sent To >
Description
Columns... Importance, Reminder, lcon, Attachment, To, Subjedt, Se...
Group By... Mone
Sort... Sent [descending)
Filter... Ooff
DOther Settings... Fonts and other Table View settings
\ User defined fonts on each message
Format Columns... Specify the display formats for each field
Reset Current View QK Cancel

9 Select Add to create a new condition.

Conditional Fermatting X

Rules for this view:

Unread messages " T Add
Unread group headers
Submitted but not sent

Expired e-mail

Overdue e-mail

Messages in other folders Move Up
Site Mailbox document pending uploa

Delete

Move Down
Properties of selected rule
Unread messages

Font... 11 pt. Segoe Ul

LCondition,

Cancel

(4] Type a name for the new rule.



Conditienal Formatting X

Rules for this view:

Unread messages
Unread group headers
ubmitted but not sent
Expired e-mail

Overdue e-mail
Messages in other folders Move Up
Site Mailbox document pending uploa
Messages from Deb

Add

Delete

Maove Down
Properties of selected rule

MName: Messages from Dab\

I Font... 11 pt. Segoe Ul I

Condition...

OK Cancel

© Seclect the Font button and choose font formatting options to apply to the rule. Click
OK to continue.

Font *
Font: Font style:

Segoe Ul Regular I oK
Segoe Ul Emaoji Italic

Segoe Ul Symbaol Semibold

SHOWCARD GOTHI | |Semibold Italic

Sitka Banner v | [Beld v

Effects Sample

[ strikeout

[Junderline AaBbIyEz

Color:

@ Select the Condition button to create a rule.

Conditienal Formatting X

Rules for this view:

Unread messages
Unread group headers
Submitted but not sent
Expired e-mail
Overdue e-mail
Messages in other folders Move Up
ite Mailbox document pending uploa
Messages from Deb

Add

Delete

Maove Down
Properties of selected rule

MName: Messages from Den\

Eont... 11 pt. Segae Ul

OK Cancel

@ Sclect the rule options to apply. For example, messages sent from a specific
person. Click OK to create the rule.



Filter X

Messages  More Choices  Advanced

Search for the word(s): ~
In: | subject field only £
Sent To...
Dﬂherel am: the only person on the To line
Time: | none w ||| Anytime

Cancel Clear All

O click OK to save the conditional formatting.

Conditienal Fermatting X

Rules for this view:

nread messages Add
nread group headers
ubmitted bu.t not sent Delete
Expired e-mail
verdue e-mail
Jessages in other folders Move Up
ite Mailbox document pending uploa
Messages from Deb Move Down

Properties of selected rule

Hame: Messages from Deb\
Font... 11 pt. Segoe Ul
LCondition...

cancel

© Click OK to exit view settings.
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