1. Open Thunderbird. Click on the Tools menu and select “Message

2.
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A window will open-up that displays any filters you already have created and
whether they are enabled. Click on the “New...” button to create a new filter.
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Enabled filters are run automatically in the order shown below,

Filter Mame
WITS-HelpDesk
Adrmin-Staff
WITS-5taff
CLA-Fac

Your filters will be different. They are
unique to you and this computer.

Enabled

K& &R

=
i
%]
m
[17]
[[a]
m
(=]




3. Another window will open-up for you to specify how your filter should work. First
give your filter a name. Then tell it how to identify which messages to filter, and
lastly tell it what to do with messages that meet those criteria. Click the “OK” button
to create the filter.

Filter Rules

Filter name: | Test

For incoming messages that:
() Match all of the following (%) Match any of the following () Match all messages

Subject M contains M

Perform these actions:

Move Message to [l] asundkvi@willamette. edu

4. New filters will automatically be at the top of the list. These filters can work in
conjunction with each other based on their order listed here. Filters are run on
incoming mail from top to bottom.
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Enabled filters are run automatically in the order shown belaw.

Filter Name Enabled
WITS-HelpDesk
Admin-Staff
WITS-Staff
CLA-Fac

Your filters will be different. They are

unique to you and this computer. r—
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