Outlook Express

COLOR CODE MESSAGES

© Darry D Eggleston, 813.677.2871, DarryD@darryd.com
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If you haven'’t noticed, by default all your inbox messages come in any
color you want — as long as it's black. Wouldn't it be great if you could use
colors to differentiate who messages came from or what the content of the
subject line was?

Well, you can — and here’s how to do it.

¥ Inbox - Outlook Express - DarryD.com

1. In Outlook Express, from the Menu- “&e & veu roas FEEgE
Bar, select Tools > Message Rules > [ 1% auwon
Mail (Figure 1).
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e | 2. In the Message Rules window, Left-
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2 e s ¥ s | click on the “New” button (Figure 2).
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Rule Description {click on an underdined value to edit it):
Apply this rule after the message arrives A
Where the Subject line contains 'HELP' or
QUESTION.  _ v

Figure 2
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New Mail Rule

3 | n th e N eW M a i I Ru Ie Wi n dOW Select your Conditions and Actions first, then specify the valug
. 1. Select the Conditions for your rule:
( F I g U re 3 ) : Where the From line contains people A
. I13 . [0 Where the Subject line contains specific words T
0 L eﬁ-CI I C k 0 n W h e re th e F rO m I I n e [ Where the message body contains specific words

[0 Where the To line contains peaple f— b |

contains people.

) . . . 2_.§?Iect the Actions for your rule: I
® Left-click on “High it with color. 1 oty ispesse ﬂ Al
vl Highlight t with color
® Type a name for the Rule. Ol g

[0 Mark it as read
9 Leﬁ'CIICk On “Contalns people.” 3. Rule Description {click on an underined value to edit it):
Apply this rule after the message arrives G
Where the From line contains people '
Highlight it with color

4 Name of the rule;

Figure 3

Select People

<t people from the 4. In the “Select People” window
(Figure 4):

©® Type a name — or, if you have any
doubts about the entry, Left-click on the
“Address Book” button and select the
person from the Address Book.

® Left-click on the “Add” button.

Type one name at a time and cli
Address Book:.

[DARRY D

People:

Where the From line contains

Address Book ..

Cancel

Figure 4 Select People

Type one name at a time and
Address Book.

5. The name you added appears in the
lower pane (Figure 5) e
©® Left-click on the “Address Book” but- | ossrro

ton to add more names.

® When you're finished adding names, 2 | | pters,
touch the Enter key, on the keyboard, or

click on the “OK” button.

oK | [ cancel |

Figure 5
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6. In the “New Mail Rule” window
(Figure 6), Left-click on “color.”

Figure 7

7. In the “Select Color” window
(Figure 7), click on the downward
arrow to the right of “Color.”

8. Left-click on the color of your choice (Figure 8).
NOTE: For the purpose of this lesson, | have
cropped the number of colors offered.

New Mail Rule

Select your Conditions and Actions first, then specify the values in the Description.

1. Select the Conditions for your rule:

Where the From line contains people

[0 Where the Subject line contains specific words
[ Where the message body contains specific words
O Where the To line contains peaple

]

=

2. Select the Actions for your rule:

O Forward t to people
Highlight t with color
O Fagit

O Mark it 2 read

% [ =

3. Rule Description {click on an underined value to edi it):
Apply this rule after the message arrives

Where the From line contains 'DARRY D'
Highlight it with color

4. Name of the re: \

[pARRY D |

>

£

Figure 6

Figure 8
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9. Once you selected a color,
Left-click on the “OK” button
(Figure 9).

New Mail Rule

Select your Conditions and Actions first, then specify the values in the Description.

1. Select the Conditions for your rule:

| ‘Where the From line contains people
[ Where the Subject line cortains specific words
[0 Where the message body contains specific words
[0 Where the To line contains people

2. Select the Actions for your rule:

| O Forward it to people
Highlight i with color |
O Fagit |
O Mark it as read B ,

3. Rule Description {click on an undedined value to edit it):

IApply this rule after the message arrives
Where the From line contains 'DARRY D'
Highlight it with Blue

4. Name of the rule:

[DARRYD

Sel e color for your messages.

Color:

oK | | Cancal |
Figure 9
10. In the “New Mail Rule” window

(Figure 10), Left-click on the “OK” but-
ton.

11. From now on, whenever you receive
an email from that person, the complete
line will appear in that color among the
other emails in your Inbox (Figure 11).

oK [ concel |
Figure 10
HMPegEgg Re: How to Spot
Hpobhupka Hey Keith Check Out This
HMSUE HELP!!!!
MSUE Bravery...
HDoris I'm BACK

10/23/2007 1:38 PM
10/23/2007 2:24 PM
10/23/2007 4:56 PM
10/23/2007 4:58 PM
10/23/2007 6:03 PM

Figure 11

NOTE: This note applies ONLY to those who are using Outlook rather
than Outlook Express. IF you are using Outlook Express, disregard this note.

In Outlook’s Inbox (as opposed to Outlook Express), highlight a mes-
sage (from someone you want to show in color), click on Tools > Organize,
select Using Colors, and select a color for all email from that person, and click
Apply Color, and close the Organize window.
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