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Zoom Meeting / Webinar Invites: Creating MS Outlook Inbox Rules

Many clinicians and clerks will receive numerous Zoom Meeting and Webinar invites and Automated
Appointment Reminders for Webinars. To manage these numerous emails from Zoom, creating an MS
Outlook Inbox rule would automatically send them all to an Inbox folder. This Inbox foldercould then be

easily referenced if you specifically need to find a Zoom Meeting/Webinarinvite.

1. Inyour MS Outlook Inbox, Create a new folder. From your Inbox folderlefthand pane, right click.
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2. Create the Rule
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Inbox Rules

a) From your MS Outlook Inbox File > Info > SelectRules and Alerts
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c) From the Rules Wizard Select “Move messages from someone to afolder”. Click Next.
Rules Wizard | &3

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

3%

<1 Move messages from someaone to a folder

5 Move messages with specific words in the subject to a folder
E .

{3 Move messages sent to a public group to a folder

\d Flag messages from someone for follow-up

#5 Move Microsoft InfoPath forms of a specific type to a folder
53

{1 Move RSS items from a specific RSS Feed to a folder
Stay Up to Date
< Display mail from someone in the New Ttem Alert Window Click the following conditions: from
& Play a sound when I get messages from someone People or public group

B sendanalertto my mobile device when I get messages from someone
Start from a blank rule

1 Apply rule on messages I receive

=1 Apply rule on messages I send Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)

from people or public group
[] with specific words in the subject
Apply this rule after the message arrives [] through the specified account

from people or public group [] sent only to me

. . [] where my name is in the To box
move it to the specified folder [ marked as importance

and stop processing more rules [] marked as sensitivity
[ ] flagged for action
=
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Step 2: Edit the rule description (click an underlined value)

Example: Move mail from my manager to my High Importance folder

Click Next

MNext =

[ Finish I

d) Clickthe underlinedvalue people orpublicgroup. This opensActive Directory. Typein no-

reply@zoom.us email address (as the public group that will send you all Zoom invites) inthe From
line. Click OK

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
from people or public group
maove it to the specified folder

and stop processing more rules
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From-> | |no-reply@zoom.ug
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e) Editthe Rule. Click on move it to the specified folder. Click Next.

Selectthe folderthat you created on Step 1.

Step 2: Edit the rule description (click an underlined value)

Click OK.
Apply this rule after the message arrives Pl 3
from no-reply@zoom.us

move it to the: ‘folder — Choose a folder:

and stop processing more rules > [ Tele PICU/ED o oK
3 Telehealth Equipment

3 Telehealth July - Aug 201€ E

> [ Telehealth pre July 4 2015 N
4 Zoom VH Visits
L4 Drafts [15] N
Cancel ] l < Back Mext = ] l Finish =) Sent Items ‘ ‘

@ Deleted Items (23) E
> #H Calendar —
> 84 Contacts

3 Conversation History

& Journal -

< | 11 [ 3

f) Your Rule summary should look like this:

Rules Wizard @

What do you want to do with the message?
Step 1: Select action(s)

[v’]:stop processing mare rules
move it to the specified folder B
[ ] assign it to the category category

[ ] delete it

[ ] permanently delete it

[ ] move a copy to the specified folder

[ forward it to people or public group

[ ] forward it to people or public group as an attachment
[] redirect it to people or public group

[] have server reply using a specific message

[] reply using a specific template

[] flag message for follow up at this time

[] clear the Message Flag

[] clear message's categories

[] mark it as importance

[] print it B
[] play a sound

[] mark it as read hd

»

m

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
from no-reply@zoom.us
move it to the Zoom VH Visits folder

and stop processing more rules

Cancel l’ < Back " MNext = l’ Finish
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Inbox Rules

g) The RulesWizard then asks you “Are there any exceptions?” There are NO exceptions. Click Next

h) Setup a name for thisrule. You could name it ZOOM. Ensure that Step 2 Run this rule and Turn

on this rule are checked. Click Next.

Rules Wizard

Finish rule setup.

Step 1: Specify a name for this rule

no-reply@zoom.us

Step 2: Setup rule options

Run this rule now on messages already in "Inbox"

[#] Turn on this rule

Create this rule on all accounts

Step 3: Review rule description (click an underlined value to edit)

Apply this rule after the message arrives
from no-reply@zoom.us
move it to the Zoom VH Visits folder

and stop processing more rules

l Cancel ]l < Back ]

i)

Microsoft Outlook

[

Running rule 'no-reply@zoom.us'
In 'Inbox'
- | Cancel

20 Seconds Remaining

=

Run the Rule. The E-mail Rules now listsyour rule. Click Ok.

Rules and Alerts

E-mail Rules | Manage Alerts

P

[ New Rule... Change Rule~ 53 Copy... X Delete ¥ Run Rules Now... Options

Click Ok

Rule (applied in the order shown) Actions -
no-reply@zoom.us 13 %
TeleHealth Room Calendar (5 ®
IT BROADCAST 3 %
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