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Automatically convert Important email to Normal in
Microsoft Outlook 2010

Have you ever received Important marked emails? How to avoid distraction when most of these Important
messages are just a sender's joke?

TipsMake.com - Have you ever received Important marked emails? How to avoid distraction when most
of these Important messages are just a sender's joke? In the following article, we will show you some basic
steps to convert email identification from Important level to Normal as other messages in Microsoft Outlook
2010.

First, open Outlook , and select the menu Info> Manage Rules & Alerts:
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A pop-up window will appear with the heading Rules and Alerts . Here, we click the New Rule button . at the
top left corner:

‘Ritles and Aleie =

E-mail Rules | Manage Alerts
@ﬂew Rule... *‘ljnge Rule ~ 53 Copy... )( Delete & + RunRules Mow... Options

|Huemﬂ the order shown) |Acticr|s | -
Clear categories on mail (recommended) %
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The process of setting up the Rules Wizard displays, here we need to apply the rules from the beginning, so
please select Apply ruleon messages | receive and click Next .



Rules Wizard ﬁ

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized
3 Move messages from someone to a folder
.,3 Move messages with spedific waords in the subject to a folder
.,3 Move messages sent to a public group to a folder
? Flag messages from someone for follow-up
3 Move RSS items from a spedific RSS Feed to a folder
Stay Up to Date
= Display mail from someone in the New Ttem Alert Window
ifl Play a sound when I get messages from someone
a Send an alert to my mobile device when I get messages from someone
Start from a blank rule

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

Apply this rule after the message arrives

: E-I.:K FIr"Sh

L

On the next page, check the checkbox with marked as importance content, then move the information under
Step 2 into high importance . Click Next to continue:
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Which condition(s) do you want to chedk?
Step 1: Select condition(s)

[] from people or public group

[] with specific words in the subject

[] through the specified account

[] sent only to me
[ L where my name i
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[] flagged for action
[[] where my name is in the Cc box

[] where my name is in the To or Cc box
[] where my name is not in the To box =
[] sent to people or public group

[] with specific words in the body

[] with specific words in the subject or body

[] with specific words in the message header

[] with specific words in the recipient's address

[] with specific words in the sender's address

[] assigned to category category e

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

Apply this
marked as

after the message arrives
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The next window displays the same content as the previous step, tick the it as importance mark , but this time
we will move the Step 2 cell into anormal importance . Click Next :
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What do you want to do with the message?
Step 1: Select action(s)

[] move it to the specified folder
[] assign it to the category category i
[] delete it

[] permanently delete it

[] move a copy to the specified folder

ol [[] forward it to people or public group

[] forward it to people or public group as an attachment
[] reply using a specific template

[] flag message for follow up at this time
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[] play a sound
[] start application
[] mark it as read
[] run & script

[] stop processing more rules e

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

Apply this rule after the message arrives
marked ag hioh imoortance

mark it aggnormal importance!

[ Cancel ][ < Back Finish
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After that, you will see the information sheet accompanying some sorting rules. Leave these items as they are
and continue to click Next :
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Are there any exceptions?
Step 1: Select exception(s) (if necessary)

[]iexcept if from people or public group

[] except if the subject contains spedific words

[] except through the spedified account

[] except if sent only to me

[] except where my name is in the To box

ol ] exceptifitis marked as importance

[] except ifitis marked as sensitivity

[] exceptifitis flagged for action

[] except where my name is in the Cc box

[] except if my name is in the To or Cc box

[] except where my name is not in the To box

[] except if sent to people or public group

[] except if the body contains spedific words

[] except if the subject or body contains specific words
[] except if the message header contains specific words
[] except with specific words in the recipient's address
[] except with specific words in the sender's address

[] except if assigned to cateqory cateqory &7
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|| Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives

marked as high importance

mark it as normal importance

[ Cancel ][ < Back Finish

All you have to do in the next step is to name the rule you just created and activate the mode. After completing
this process, check all check box boxes and click Finish :
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Finish rule setup.

Step 1: Spedfy a name for this rule

|impor13m:e balancer

_Sien 2: Setup rule optiong

Run this rule now on messages already in “Inbox®

Turn on this rule

= >
Create this rule on all accounts

Step 3: Review rule description (dick arunderlined value to edit)

Apply this rule after the message arriv
marked as high importance
mark it a5 normal importance

[ Cancel ][ < Back ] Mext =
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Now, we have finished setting up our own rules according to the needs of use. The entire email you receive will
automatically change to Normal even if they have been marked Important by the sender:



Rules and Alerts @
E-mail Rules | Manage Alerts

,f_‘} Mew Rule... ChangeRule » 52 Copy... #X Delete ¥ Run Rules Now... Options

Rule (applied in the order shown) Actions
importance balancer %
Clear categaries on mail {recommended)

Rule description (dick an underlined value to edit):
Apply this rule after the message arrives

marked as high importance
mark it as normal importance

[T Enable rules on all messages downloaded from RSS Feeds

Ok ] [ Cancel ] [ Apply ]
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But if you want to go back to normal mode, open the Rules and Alerts control panel, uncheck the check box or
delete the created rule. Good luck!

Y ou finished reading the article "Automatically convert Important email to Normal in Microsoft Outlook
2010" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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