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Microsoft	thought	they	were	being	helpful	when	they	set	up	notifications	for	new	email.	However,	a	constant	barrage	of	notifications	can	also	disrupt	your	train	of	thought.	You	can	turn	the	notifications	off	completely,	or–better	yet–you	can	set	up	Outlook	to	only	notify	you	about	important	emails.	How	to	Create	a	Simple	Rule	RELATED:	How	to
Disable	Desktop	Notifications	in	Outlook	2013	If	you	need	to	be	responsive	to	certain	people,	such	as	clients,	your	boss,	or	your	family	members,	you	can	use	Rules	in	Outlook	to	receive	notifications	about	certain	messages	only.	Here’s	how	to	set	up	a	rule	that	only	shows	email	notifications	from	a	certain	sender.	The	easiest	way	to	set	up	this	rule	is
to	find	an	email	from	that	person.	For	this	example,	I’ll	set	up	a	rule	to	notify	me	when	I	receive	an	email	from	my	boss,	because	emails	from	your	boss	are	always	important,	right?	So,	I’d	right-click	on	the	email	from	How-To	Geek’s	editor-in-chief,	Whitson	Gordon,	and	select	“Rules”	and	then	“Create	Rule”	from	the	popup	menu.	In	the	“Create	Rule”
dialog	box,	select	the	conditions	on	which	you	want	to	receive	notifications	about	new	email.	I	want	to	get	immediate	notifications	about	emails	I	receive	from	Whitson,	so	I	select	the	first	check	box.	I	also	select	the	“Sent	to”	check	box	and	make	sure	my	name	is	selected	from	the	drop-down	list,	so	I’ll	receive	notifications	for	emails	sent	from	Whitson
directly	to	me.	If	you	don’t	want	to	be	notified	of	emails	where	you’re	CC’ed	or	one	of	several	recipients,	select	“me	only”	from	the	“Sent	to”	drop-down	list.	Click	“OK”	once	you’ve	made	your	choices.	A	“Success”	dialog	box	displays	with	an	option	to	“Run	this	rule	now	on	messages	already	in	the	current	folder”.	Click	“OK”.	I	want	to	find	out	what
emails	are	in	my	inbox	from	Whitson,	so	I	select	the	check	box.	The	“New	Mail	Alerts”	dialog	box	will	appear,	demanding	immediate	action.	I	currently	only	have	one	email	from	Whitson	in	my	inbox,	so	that’s	the	only	one	listed	on	this	dialog	box.	However,	if	there	were	more	emails	from	Whitson,	they	would	all	be	listed	here.	If	you	want	to	view	an
email	directly	from	this	dialog	box,	select	the	email	to	view	and	click	“Open	Item”.	Click	“Close”	to	close	the	dialog	box.	The	“New	Mail	Alerts”	dialog	box	stays	open	until	you	click	“Close”,	even	when	you	open	an	email	message	from	the	dialog	box	and	then	close	the	message.	How	to	Create	More	Advanced	Rules	When	creating	rules,	you	can	select
from	additional,	more	specific	options	than	are	available	on	the	main	“Create	Rule”	dialog	box.	To	do	so,	open	the	“Create	Rule”	dialog	box,	as	described	earlier	in	this	article.	Then	click	“Advanced	Options”.	The	first	screen	on	the	“Rules	Wizard”	dialog	box	displays	a	list	of	detailed	conditions	to	check.	Select	the	check	boxes	for	the	conditions	you
want	to	check	for	email	notifications.	I	want	to	receive	notifications	when	I	receive	emails	from	Whitson	sent	only	to	me,	so	I	select	those	conditions.	The	blue	underlined	text	are	links	you	click	to	specify	the	value(s)	you	want	checked	for	in	that	condition.	Once	you	select	that	condition,	click	the	blue	link	on	that	condition	in	the	“Step	2”	box	to	edit
the	values.	Once	you’ve	selected	the	conditions	you	want	to	check,	click	“Next”.	Now,	select	options	to	indicate	what	should	be	done	with	a	message	you	receive	that	matches	the	selected	conditions.	You	can	do	things	like	move	the	message	to	a	specific	folder,	forward	it	to	one	or	more	people,	reply	using	a	template,	or	mark	it	as	read.	I	want	to
receive	a	Desktop	Alert	when	I	get	an	email	message	from	Whitson,	so	I	select	the	last	option	on	the	list,	“display	a	Desktop	Alert”.	Once	you’ve	selected	what	you	want	done	with	the	message,	click	“Next”.	The	next	screen	provides	options	for	setting	exceptions	to	the	rule,	such	as	if	you	don’t	want	to	get	a	notification	if	the	message	is	a	meeting
invitation	or	update.	Choose	any	exceptions	you	want	to	apply	to	your	rule	and	click	“Next”.	I	don’t	want	any	exceptions,	so	I	just	click	“Next”	to	skip	this	screen.	The	last	screen	allows	you	to	specify	a	name	for	the	rule,	and	set	up	some	rule	options,	including	one	to	“Turn	on	this	rule”	immediately.	If	you	want	to	run	the	rule	immediately	on	messages
already	in	the	inbox,	select	the	“Run	this	rule	now	on	messages	already	in	‘Inbox’”.	Review	the	rule	description	under	“Step	3”	and	click	“Finish”	when	you’re	done.	Now,	when	I	receive	an	email	from	Whitson,	a	desktop	alert	displays	on	the	Windows	desktop.	Note	that	this	is	different	from	the	“New	Mail	Alerts”	dialog	box–instead,	it’s	a	native
Windows	notification.	If	you	prefer	this	style	of	notification,	you’ll	have	to	go	through	“Advanced	Options”	for	every	rule	you	create”.	How	to	Edit	Your	Rules	Modifying,	deleting,	or	even	temporarily	turning	off	your	rules	is	easy.	I	want	to	modify	my	rule	to	display	the	“New	Mail	Alerts”	dialog	box	rather	than	a	“Desktop	Alert”.	To	do	this,	I	click	the
“Home”	tab.	Click	the	“Rules”	button	in	the	“Move”	section	and	select	“Manage	Rules	&	Alerts”	from	the	drop-down	menu.	The	“Rules	and	Alerts”	dialog	box	displays.	On	the	“E-mail	Rules”	tab,	click	“Change	Rule”	and	select	“Edit	Rule	Settings”	from	the	drop-down	menu.	As	discussed	earlier,	the	first	screen	of	the	“Rules	Wizard”	displays	a	list	of
conditions	you	can	check	for	on	incoming	email	messages.	The	selections	I	made	when	I	first	set	up	the	rule	display	at	the	top	of	the	list	and	the	description	with	the	current	settings	displays	in	the	box	under	“Step	2”.	I	don’t	want	to	change	the	conditions,	so	I	click	“Next”.	If	you	want	to	change	the	conditions	on	your	rule,	make	your	changes	and
then	click	“Next”.	On	the	screen	listing	the	actions	to	take	on	incoming	email	messages	(depending	on	the	conditions),	I	disable	the	“display	a	Desktop	Alert”	option,	which	displays	at	the	top	of	the	list,	and	then	click	“Next”.	Let’s	say	you	want	to	display	the	more	in-your-face	“New	Mail	Alerts”	dialog	box	instead.	Scroll	down	to	the	bottom	of	the	list
of	actions	and	select	“display	a	specific	message	in	the	New	Item	Alert	window”	check	box.	To	customize	the	message	that	displays	on	the	“New	Mail	Alerts”	dialog	box,	click	the	“a	specific	message”	link	in	the	box	under	“Step	2”.	On	the	“Alert	Message”	dialog	box,	enter	a	message	to	display	on	the	“New	Mail	Alerts”	dialog	box	and	click	“OK”.	If	you
want	to	add	or	remove	any	exceptions,	click	“Next”	to	access	the	list	of	exceptions	and	make	your	changes.	To	change	the	name	of	the	rule	or	change	other	options	on	the	last	screen	of	the	“Rules	Wizard”,	click	“Next”	again	on	the	exceptions	screen.	I	don’t	want	to	change	anything	else,	so	I	click	“Finish”	on	the	actions	screen	to	accept	my	changes
and	close	the	“Rules	Wizard”.	You’re	returned	to	the	“Rules	and	Alerts”	dialog	box.	Click	“OK”	to	close	it.	To	run	the	rule	immediately,	click	“Run	Rules	Now”	at	the	top	of	the	“E-mail	Rules”	tab.	On	the	“Run	Rules	Now”	dialog	box,	in	the	“Select	rules	to	run”	box,	select	the	check	box	for	the	rule	you	want	to	run	and	click	“Run	Now”.	NOTE:	Once
you’ve	run	the	rule,	the	“Run	Rules	Now”	dialog	box	does	not	close	automatically.	You	must	click	“Close”	to	close	it.	The	“Rules	and	Alerts”	dialog	box	does	not	close	automatically	either,	so	click	“OK”	to	close	it.	The	“New	Mail	Alerts”	dialog	box	displays	with	your	custom	message	at	the	top.	The	Rules	feature	in	Outlook	provides	many	options	for
automatically	handling	your	email	messages.	You	can	have	specific	messages	moved	into	specific	folders,	perform	actions	on	email	messages	with	certain	text	in	the	subject	line,	or	even	delete	messages	automatically	based	on	certain	conditions.	Outlook	Rules	may	seem	overwhelming	at	first	because	of	all	the	options	available.	However,	if	you	know
how	you	want	to	manage	certain	email	messages,	it’s	not	that	hard	to	create	and	manage	your	own	rules.	Are	you	optimizing	your	emails	for	mobile?	More	than	27	percent	of	emails	are	now	read	on	mobile	devices.	Studies	show	a	7	percent	increase	in	just	one	year.	It’s	clear	that	the	number	of	emails	being	read	this	way	is	steadily	rising.	But	that
doesn't	mean	you	have	to	retreat	to	plain	text	emails.	While	plain	text	is	compatible	with	all	mobile	devices,	it’s	still	possible	to	craft	HTML	campaigns	that	look	great	on	a	mobile	device.	With	plain	text,	your	fans	will	miss	out	on	great	email	content	like	images	and	your	personalized	layout,	and	you’ll	be	missing	out	on	analytics	like	opens	and	click-
through	rates.	Instead,	check	out	the	four	easy	things	you	can	do	to	optimize	email	for	mobile.	Follow	Email	Best	Practices	A	lot	of	what’s	good	for	webmail	inboxes	is	good	for	mobile	mail	inboxes.	For	example,	make	all	images	you	use	in	your	email	web	quality	as	opposed	to	print	quality	and	not	too	large	(aim	for	no	larger	than	1MB	and	no	wider
than	600	pixels).	This	makes	for	a	pleasant	email	experience,	but	it	is	especially	important	for	emails	being	read	on	mobile	devices.	Imagine	trying	to	upload	an	email	with	several	high-resolution	graphics	on	your	phone	with	a	weak	Internet	connection.	Impatient	fans	might	skip	over	to	the	next	email	before	yours	has	the	chance	to	load.	Use	a
Combination	of	Text	and	Images	It’s	important	to	make	your	email	a	combination	of	text	and	images	so	that	when	your	message	is	first	opened,	your	fans	see	at	least	some	parts	of	your	message	before	they	enable	images.	If	your	email	is	comprised	of	a	lot	of	images	(but	you	are	still	keeping	to	the	image	best	practices	as	described	above),	be	sure	to
make	use	of	alternative	text	(the	description	that	appears	in	the	space	where	a	picture	should	load	)	so	that	your	readers	instantly	get	a	rough	idea	of	what	your	email	is	about.	Plan	for	Touch	Screen	Navigation	Place	your	linked	text	and	images	far	enough	apart	from	other	linked	items	to	make	it	easy	to	navigate	on	touch	screen	devices.	It	can	be
hard	enough	to	type	out	mobile	messages	with	accuracy,	and	selecting	the	right	hyperlink	among	a	sea	of	many	others	can	be	equally	irksome	for	those	with	less	than	slender	phalanges.	A	good	rule	of	thumb	(see	what	I	did	there?)	is	to	make	any	linked	images	at	least	44	x	44	pixels.	And	if	you	have	a	row	of	linked	images	next	to	each	other,	add	a
padding	of	5	to	10	pixels	around	each	to	give	plenty	of	room	to	select.	Test!	Test!	Test!	Yes,	here	at	FanBridge	we	praise	testing	your	messages	in	different	email	carriers,	but	now	it’s	also	important	to	test	out	your	message	on	your	mobile	device.
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