Create Rule to Move webTA notifications to a specific folder

Here are instructions on how to move webTA notifications to a specific folder.   Each time you receive a message notification you will be alerted with a pop-up window that announces that you have received the message.  This reminder will let you know the message came into your mailbox.  You can either open the message or view the message later in the appropriate folder.

YOU MUST RECEIVE AN EMAIL FROM THE WEBTA SYSTEM BEFORE YOU CAN SET UP YOUR FOLDER

Create a webTA folder within your mailbox

1. Right click on Inbox 

2. Select New Folder 

3. In the New Folder dialog box, type a name for the new folder (webTA), and then click OK. 

Create Rule to move webTA notifications to your webTA folder.

1. Right click on the message that you want to base the rule on (usdawebta@nfc.usda.gov), and click Create Rule.

2. In the  Create Rule box 
· Select From box;

· Select Display in the New Item Alert Window box.  If you don’t want pop-up notifications, skip this step.
· Select Move to item to folder box
· Click the Select Folder button
3.  When the Rules and Alerts Window appears, select the webTA Folder, click ok.
4.  On the Create Rule window, click ok.
5. On the Success Window, click ok.

