Information Services and Technology

Sweep rules are special rules that run at regular intervals against specific addresses on mail that resides
within the Inbox and assist in the management of your Inbox.

1) To define a sweep rule, while in your Inbox open an email, who’s “from” address is one you wish

to have the sweep rule run against, and then select “Sweep” locate at the top.

2) This will produce a drop down of 4 options, select the one that you wish to run against the
address in the future, and select the “Sweep” button in the box. The sweep rule has been
created and will run at a pre-defined interval against the mail in your Inbox.
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Information Services and Technology

1) To manage existing sweep rules, select the settings icon, the “gear” icon” and then select
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Select “Inbox and sweep rules” and under the heading of “Sweep rules” will be a list of rules. If
there is a check mark next to a rule, it is enabled. To disable an individual rule, un-check the
rule. To delete a rule, select the rule to be deleted and select the “trash can” icon. To change
the settings on a sweep rule, delete the sweep rule and recreate it with the new settings
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