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MIMU'’s simple guide to colour-code your Outlook inbox helps to efficiently manage arriving mails - it takes
a minute to set it up, works immediately and can be undone by reversing the steps. Try adding different
colours for (1) mails sent to you alone, and (2) mails sent to you and others, leaving those in which you are
cc’d the original black.

Using color to identify mail messages at Outlook 2016

1. Gotothe View Tab

Send / Receive Folder =" ' Tell me what you we
=1 G lgnore x D - r_\ 3 .
Ijl ;n - CleanUp~ ﬁ_é &eﬂ ﬁ_é::l e
Mew  MNew Delete Archive Reply Reply Forward E-EMore*
Email ltems~ 4o Junk~ All
MNew Delete Respond

Send / Receive Folder

Show as Conversations

Conversation Settings

hessages

3. Click the Conditional Formatting

Advanced View Settings: Compact >
Description
E Columns... i Impaortance, Reminder, lcon, Attachment, From, Subjedt, ...
Group By... MNone
Sort... Received [descending)
Filter... Off
DOther Settings... Fonts and other Table View settings
User defined fonts on each message
Format Columns... Specify the display formats for each field
Reset Current View QK Cancel
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4. Click Add

Conditional Formatting =

[z

ules for this view:

iUnread messages Add >
Unread group headers
Submitted but not sent
Expired e-mail

Cverdue e-mail
Messages in other folders Move Up
Site Mailbox document pending uploa

To me and other people Move Down

Delete

NN N NN NN S

Properties of selected rule
Unread messages

Font... 11 pt. Segoe Ul

Condition...

5. Name Your View

Cenditional Formatting x Conditional Formatting X
Bules for this view: Rules for this view:
Unread group headers S Add Unread group headers Y Add
Submitted but not sent Submitted but not sent -
Expired e-mail_ Delete Expired e-mail Delete
Owverdue e-mail Overdue e-mail =
Messages in other folders Messages in other folders
Site Mailbox document pending uploa Maove Up Site Mailbox document pending uploa Maove Up
] To me and other people To me and ather people
Untitled W Maove Down To me and other people v Maove Down

Properties of selected pul Properties of selectad pul

Mame: Untitled > Mame: @and other people >

Font... 11 pt. Segoe U Font... 11 pt. Segoe
LCondition... Condition...
0K Cancel Cancel
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6. Click on Font
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Conditional Formatting

12

ules for this view:

Unread group headers Fs
Submitted but not sent

Expired e-mail

Overdue e-mail

Messages in other folders

Site Mailbox document pending uploa
To me and other peaple

To me and other people

N NN N NN S

Properties of selected rule

Mame: To me and other people

11 pt. Segoe Ul

Condition...

Add

Delete

Move Up

Move Down

Cancel

7. Make Formatting (Pick a color, style and size you want) and then click OK

Microsoft Outlook 2016

Font

Font: Font style:

Size:

Segoe Ul

Regular

Marmal oK

Segoe Ul "

Segoe Ul Emaiji

Segoe Ul Symbol
Segoe WP
SHOWCARD GOTHI ~

Semibold Italic
Bold v

Smaller

Big
Bigger

Cancel

Effects
[ strikeout
|:| Underline

Sample

AaBbYyZz

Script:

Westem
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8. Click on Condition
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Canada =

Conditional Formatting

Bules far this view:

Unread group headers ~ Add
submitted but not sent =
Expired e-mail Delete

Overdue e-mail

Messages in other folders

Site Mailbox document pending uploa Maove Up
To me and other peaple

N NN N NN S

Properties of selected rule

Mame: To me and other people

OK Cancel

To me and other people W Move Down

Filtering Emails by Where | am:

1. Click checkbox “where | am”
2. Click the drop-down arrow and choose one situation you want

3. Click OK

Microsoft Outlook 2016

Filter

Messages More Choices Advanced

Search for the word(s):

In: | subject field only

From...
Sent To...
the only person on the To line
| LD S TS O 11 LTTE 10 11T —
Tim€_lon the To line with other peopie "

an

Clear All
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4. Click OK

Conditional Farmatting et

Rules for this view:

Unread group headers ~ Add
Submitted but not sent =
Expired e-mail

Overdue e-mail

Messages in other folders

Site Mailbox document pending uploa
To me and other people

To me and other people W

Delete

Move Up

EN(EY EN KN EN RN RN KN

Move Down
Properties of selected rule

Mame: To me and other people

Font...

¢ Sondition.,

o —

14 pt. Segoe Ul

Ok Cancel

5. Click OK

Advanced View Settings: Compact x

Drescription

Columns... Importance, Reminder, lcon, Attachment, From, Subject, ...

Group By... MNone
Sort... Received [descending)

Filter... Off

ther Settings...

E Conditional Formatting...

Format Columns...

Reset Current View

Fonts and other Table View settings

User defined fonts on each message

Specify the display formats for each field

Cancel
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Filtering Emails by Senders

1. Click on From
2. Type the email you want to filter

Filter =

Messages  Maore Choices  Advanced

Search for the word(s): ~
In: | subject field only ~
<\ From... info.mimu@undp.org >
Sent To...
Dﬂhere | am: the only person on the To line
Time: | none ~ || | Anytime

Cancel Clear All

Remark:
Sometimes, if it doesn’t work correctly, it may be because that email we put in the contact address as follows.
Name: Info MIMU

Email: info.mimu@undp.org

In that case, we should use “Info MIMU” instead of info.mimu@undp.org

Filter *

Messages  Mare Choices  Advanced

Search for the word(s): v
In: | subject field only v
/
C From... Infa MIKMU|
——
Sent Ta...
Dﬂhere | am: the only person on the To line
Time: | none || | Anytime

Cancel Clear All
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