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AIM: To forward all message delivery receipts to central email address so that SABRE can import them in order to
determine billing details.

Steps:

1. Open Microsoft OQutlook.
2. Select Tools > Rules and Alerts:
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3. Select the 'Email Rules' tab, followed by the 'New Rule' button.
4. You may get the following '‘Rules Wizard" window. If so, select the 'Start from a blank rule’ option.
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5. Ensure 'Check messages after they arrive' has been selected in both windows:
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6. Select the ‘from people or distribution list' option in the top window pane titled ‘Step 1: Select condition(s):
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7. Inthe lower pane, (Step 2: Edit the rule description), left mouse click once on the underlined ‘people
or distribution list' In the window that appears, type in ‘postmaster@ipmsg.com’ in the ‘From’ field



Ihndmad Mall  Mbrsssl] O bk

Whach croritiond ) do yim mant 1o chedk?
Step |1 Sekect pomin(s)

W.ﬁ
froen o et il

:I_. Brough the jpecied scownt

L st oy e

Il: kb ey Poren i 1Pyt T bda

|L ek o v Laren

| erehted s st s

[ Rgad for oo

1L vt ey e i L

|2 wwhara vy e i s ths T o €2 b
|| e Ty PR B Pk i thes To bax
| i b e (it Jl,
117wt g ey i ther bosky ]

iy L i e ek 4 .
gyt ruls ditee e s iage arme

£

[res | [ Fren |




9. In the lower pane (Step 2: Edit the rule description), left mouse click once on the underlined 'specific words. In the
screen that appears, type in "/Delivered Copy" and select the 'Add’ button:
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1.

In the top window pane, now select ‘with specific words in the body':
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In the lower window pane, click on the underlined ‘specific words. In the window that appears, type ‘DELIVERED
COPY" and press the add button:
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13. Select OK button and you should return to the wizard:
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14. Click the ‘Next' button and in the new window that appears, select the option ‘forward it people or distribution
list' from the upper pane ‘Step 1: Select action(s). In the lower pane, click on the underlined 'people or distribution

list':
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15. In the new window that appears, type the email address or addresses that you wish to have the message
forwarded to. This should be typed into the To>' field. Press OK when finished:
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16. The following screen will confirm your actions so far:
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Click the 'Next' button to take you to the Exceptions screen. As there are no exceptions,
please click the ‘Next' button again and final screen of the Rules Wizard should appear:
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18. Type in a name for the rule (such as Message Forward for SABRE), select the ‘Run this rule now for messages
already in "Inbox" if you wish to have all messages that meet these rules conditions currently in the Inbox
forwarded, and ensure the Turn on this rule' is selected.

19. Press 'Finish’, followed by 'OK! The rule is now turned on and should forward all messages
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