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Filtering Informational Bulk E-Mall

Overview

JMU Bulk E-Mail now has two classifications: Official and Informational. If a recipient determines
that he/she does not want to receive the Informational e-mails that appear in the Inbox, the user
can modify the filter that appears in Options>Message Filter in Webmail (webmail.jmu.edu) to
change the folder where these messages go.

Filters enable a recipient to set tules and apply them to his/her incoming e-mail i Mail | Calendar
messages and attachments to screen, categorize, or process them accordingly. By
setting filters, messages automatically bypass the Inbox and are moved to other
folders. With no change, all JMU Informational e-mails will be delivered to the
Inbox.

Exercise 1. Modifying your Message Filter for Informational Bulk E-Mail

1. In Webmail, Filters can be found by clicking on Options in the blue
navigational bar on the left in the Webmail window. b

2. In the Options window, click on Message Filters. Options: Access Control

Access Control Message Filters Junk Mail Control Forwarding Automatic Reply
[

3. Locate the filter that matches the filter number 2 T A i P
on the rlght Access Control Messaqe Filters Junk Mail Control Forwarding Automatic Reply
Order  Message Filters Edit Delete
1 ¥ Junk Mail Filter {System Pre-configured) F-4

Normal {only Junk Mail gets this filter action)
Then: Move to the junk mail folder
Do not apply any more filters to this message if action is taken
2 A If all of these conditions are met:
Subject: contains "JMU Infarmational Exmsett
Then: hove to: J i
y any maore filters 1o this message if action is taken

¢ X

4. Click on the Edit button in the filter.—
5. The filter screen will open and can be edited. In e e
the Filter Action area you can change where

informational e-mails will be delivered using the

Move to: option. Click on the drop-down arrow

and choose a folder. Suggested folders are Junk

or Trash.
6. Click the Do not apply any more filters to this

message if action is taken box.
7. Click OK to save this filter.

Options: Message Filters

Order Message Filters Edir Delote

1 Junk Mall Filter (Systom Pro conflgued) 2
Hormal fonly Junk Mail gets this filter action)
Than:  Movs 10 tho junk mail falder
Do not apply aAy mors fillers to this message o action ia taken

Filtes Conditions - Add Néw Filtor

Select the conditions for your filer:

© | f any of these conddicns are met v
Subjoct | coraing JMU Iefarmational E-Mail

From *  cortans

From. ¥ corlsms

€ [

From ¥ corang

@ Apply 10 all incoming messages

s are met

1Flagged [lAnswersd

2 Forward sxcempt to
) Discard {message is imavacably lass)

[ml:} Slaehmente bt oot bimanl pandd

[ Do net apply any maorg Siters 1o this message if action is 1aken I
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