Formatting Specific Sender’s Emails

Step 1. Click on View tab in the top ribbon

File Home  Send/Receive  Folder Help  Acrobat Q Tell me what you want to do

Step 2. Click on the “View Settings” button within the view tab:

o
{

View
Settings
Step 3. Once opened click on “Conditional Formatting” —
Advanced View Settings: Compact
Description
Columns... Impaortance, Reminder, Icon, Flag Status, Attack
Group By... Mone
Sort... Received (descending)
Filter... Off
Other Settings... Fonts and other Tahle View settings
I | Conditional Formatting... |IuSer defined fonts on each message <
Format Columns... Specify the display formats for each field
Reset Current View oK

Step 4. Then click “ADD” and change “Untitled” to your desired name for ex. (Dean, or Coordinator)

Conditional Formatting x
Rules for this view:
Unread messages Add <
Unread group headers

Submitted but not sent Delete

Expired email

Overdue email

Messages in other folders Move Up
Site Mailbox document pending uploac

Dean Mave Down

Properties of selected rule

Mame: Dean|
Font... 11 pt. Segoe Ul
Condition... <

Step 5. After select “Condition” in the same menu

Holly Rangel 1/07/2022



Step 6. Click on “From” and add your desired email address __

Filter *

Messages More Choices Advanced

Search for the word(s): | ~
In:  subject field only w
From... <
Sent To...
[Twhere 1 am: the only person on the To line
Time: none ~ ||| Anytime

Cancel Clear All

Step 7. Once you select your desired email address click on “From” to add their name to the email list
then click “OK” to close the email address.

Filter X

Messages Mare Choices Advanced

Search for the word(s): -
In: | subject field only w
From... chaﬁey.coIlege@chaffe)ﬂedu| ¢
Sent To...
[ Iwhere 1 am: the only person on the To line
Time: |none ~ ||| Anytime

Cancel Clear All I

Step 8. Once you see their name populating the “From” section in the Filter spot click Ok at the bottom
to Save your work

Step 9. Once back on “Conditional Formatting” select “Font” to start changing the size and color:——

Conditional Formatting X

Rules for this view:

Unread messages Add
Unread group headers
ubmitted but not sent Delete

xpired email
verdue email
essages in other folders Move Up

| Site Mailbox document pending uploac

Dean Move Down
Properties of selected rule
ame: Dean
d
Font... NPT segoe O
Condition...

oK Cancel
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Step 10. Select desired color in the drop-down menu and for size you can select big or bigger to make it

stand out more:

Font pet
Font: Font style: Size:
Regular Big
Segoe Ul ~ ~Q |Smaller
Segoe Ul Emaji Italic Normal
Segoe Ul Historic Semibold .
i Bigger
Segoe Ul Symbol Semibold Italic
SHOWCARD GOTHIC Bold
SimSun ¥ | |Bold Italic v
Effects sample
AaBbYyZz
{
Script:
|Western N

Step 11. Once you have your desired changes Click “OK” to save all the changes to each sheet.

If you don’t see desired changes close your email and reopen to view changes.

EXAMPLE:

Inbox 24
Drafts [2]
Sent Items
I> Deleted Items 31
Academic Renewals
I> Archive
P+ Qutbox
I Conversation History

Junk Email [1]

4 Today

Aaron Amberg
Employment Opportunities
Human Resources is accepting

4:20 PM

Henry Shannon

Looking Ahead to Spring 22 ...
Dear Campus Community: As

2:14 PM

ISRepairs
Re: [EXT] https://www.Cynth...
Hi Holly, Yes, this is spam and

1:25 PM
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