ASLAN SOLUTIONS &

Set e-mails from “your boss” (or anyone) in a different color

(i.e. e-mail from “Jane” comes in red letters)

This is many steps, but you only have to set it once!

1. While looking at the e-mail screen, choose from the “View” ribbon the “View Settings” button.

2.

3.

From the “View Settings” box, click on the “Conditional Formatting” button
Advanced View Settings: Hide Messages Marked for Deletion ==
Description
Importance, Icon, Header Status, Flag Status, Attachment,..
Received (descending)
Messages: Advanced
Fonts and other Table View settings
[ her defined fonts on each message
Specify the display formats for each field
o]
From the “Conditional Formatting” window, click “Add” button.
o Enn =
R_ules for this view:
] Add
nread group headers
ubmitted but not sent | Delete |
wpired e-mail —
Overdue e-mail
Messages in other folders |___r_*‘_?_\’_‘?__UE___I
- ! Move Down |
Properties of selected rule
Mame: IUnread messages |
Font.. | |8pt .Segoeul |
| Eo_nzll.tlon |
F Ok ] [ Cancel ]
From “Add”, name the rule “From Jane” (or whoever you want it from). Then click on the

Condition” button.

Conditional Formatting @

Rules for this view:

nread messages 7~ Add

nread group headers
ubmitted but not sent
Expired e-mail

Overdue e-mail

| Move Up _|

+ | | Move Down !

Properties of selected rule

Mame: |From Jane |

[ Font... ] E_pt. Segoe UT |

Condition...
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5. Inthe “Filter” Window, click on “From” button to see your contacts list.

Filter =
Messages | More Choices | Advanced
Search for the word(s): || [=]
In: [subject field only =]
( Yo tavior @belsouth.net
[ o
[ Where T am:

the only person on the To line

Time: none

2] |anytime

[ ox ][ concel |[ cearmt ]

6.

(2). Then click “OK” (3).

In the Contacts list, choose the person from your Contacts list(1). Then click on “From” button

Select Mames: Contacts

=

Search: @ Mameorly () More columns  Address Book
Go Contacts - btaylor @aslansolutions.com - Advanced Find
[ Name Display Name £-mail Address
£ Stowe, Jm Jim Stowe (jimsto2 @triad, rr.com) jimsto2 @triad.rr.com
8 Stowe, Jim

g Suits, Steven
& Taylor, Barry

Tavlar, Jane

£ Titus, Aaron

g Titus, Kim

g Upper, George
4 Wallace, Ramona
£ Wendy Wotring
£ Wotring. Wendv
Pl

Jim Stowe (iimsto2@hotmail, com)

Stewen Suits {snsui il.com)

jimsto2@hotmail.com
snsuif

Barry Taylor {bgt@bellsouth.net)

om
bat@bell

Taylor, Barry {Business Fax)
janetaylor @bellsouth.net

Jane Taylor (JaneTaylor @bellsouth.n...
Aaron Titus {titus@mailaps. org)

Kim Titus (ktitus@mailaps.org)

George Upper (gupper@LibertyHard. ..
Ramona Wallace {rwallace@tycoelect...
Wendy Wotring (wwontring@thecolo. ..

uth.net

Barry Taylor @+1 (336) 288-2319
janetaylor @bellsouth.net
JaneTaylor @bellsouth.net
titus@mailaps.org

ktitus @mailaps.org

gupper @LibertyHardware. com
rivallace @kycoelectronics.com f|
wwontring@thecolonialgroup. com —

Wendv Wotring {wwotrina@thecoloni...

wwaotring@thecolonialaroun.com T

]anet‘aylor@elléouiﬁ.net >

From ->

SentTo ->

3 C o ) D |

You are returned to the “Conditional Formatting” window. Now click on the “Font” button.

Conditional Formatting |_8__|

Rules for this view:
Unread messages

[¥] Unread group headers
[¥] Submitted but not sent
Expired e-mail

[¥] overdue e-mail

[¥] Messages in other folders
From Jane

Delete

Move Up

Move Down
Properties of selected rule

Name: |From Jane

. Segoe UL

From the “Font” window, choose the color of the font for all of the e-mails from this person.

Fork

Fant: Fort style Size:
Segoe Ul Reguiar 8 Cox ]
VI - | T | -
Segoe UI Symbol tealic o =
SHOWCARD GOTHI | Semibold L| u i
SmallFants | Bota mib
Snep ITC ~ | |Bold talic - 16~
Bifects Sample
T Sikeout
ik AaBLYyZZ
ohr.
T - ) set

Westem

9. Click on “OK” as many times as it takes to return to your e-mail view of Outlook. From now on,
all of the e-mails from that person will be the color you chose.
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