For those of you feeling overwhelmed by ListServ messages in your inbox, here’s a suggestion (if you use Outlook)…

You can create a new folder for your ListServ messages and create a rule so that all ListServ emails automatically go into that folder.

To do this, click on the Tools menu at the top and choose “Rules and Alerts” (you may have to click on the arrows at the bottom of the menu to expand the menu if you don’t see it in the list).
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In the Rules and Alerts box, click on “New Rule.

Rules Wizard





In the Rules and Alerts box, click on “New Rule…”
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Make sure “Move messages from someone to a folder” is highlighted.  In the Step 2 box, click on the “people or distribution list” link.  Type EHR@LISTSERV.IHS.GOV for the general EHR ListServ (or EHRIP@LISTSERV.IHS.GOV for the EHR for Inpatient ListServ or EHRTECH@LISTSERV.IHS.GOV for the EHR for Techies ListServ) in the From box at the bottom and click OK.
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Back in the Step 2 box, click on the “specified” link.  If you have an existing folder that you would like to these messages to go into, highlight that folder and click OK.  If you would like to create a new folder for these messages, click on the “New…” button.  Give the folder a name (such as ListServ) and click OK.  Your new folder should be highlighted.  Click OK again.
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At this point, you can click “Finish® and you're done. If you would like to see more options, go ahead and click “Next".

Just remember that if you create this rule, all emails will go directly into the folder you selected. You will have to make sure to go
to that folder to read your messages.





At this point, you can click “Finish” and you’re done.  If you would like to see more options, go ahead and click “Next”.

Just remember that if you create this rule, all emails will go directly into the folder you selected.  You will have to make sure to go to that folder to read your messages.

