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Gmail | Qutlook

Stept
Buac1

Navigate to sub-categories tab i.e., Promotions, Updates in case you cannot find KPMG update emails in the
Primary tab

Mé& muc Promotions hodc Updates (Quang céo, Néi dung cap nhét) trong truong hop khéng tim thay email tr KPMG & muc
Primary (Hom thw Chinh)

Q, Search mail Tt
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Step2
Budc?2

Upon finding emails sent from *@kpmg.com.vn /
*kpmg.com.kh (* stands for any names from
KPMG certified mailbox):

Khi da thdy email g tir hom thu *@kpmg.com.vn /
*kpmg.com.kh (* tuong trirng cho tén hom thw hop 1€ ctua
KPMG):

- For Desktop version: Right-click the email.
Navigate to “Move to tab”. Choose Primary.
When a notification shows up and asks “Do
this for future messages from ...”, please
kindly choose “Yes”. From now on, you will
receive KPMG emails in your Primary mailbox.

- Khi str dung may tinh/laptop: leép chudt phai vao
email. Chon “Move to tab” (Chuyén). Chon Primary
(Hom thw Qh/’nh). Khi c6 théng bao mong mudn tw
dong chuyén cac email sau nay tw cung hom thuw toi
Hom thw Chinh, vui long chon “Cé”.
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Conversation moved to Primary. Do this for future messages from

*@kpmg.com.vn / *kpmg.com.kh




For Smartphone App: Open the email from
*kpmg.com.vn / *kpmg.com.kh. Choose the icon-
located at the top-right corner. Choose “Move” and
choose “Primary”.

Khi str dung trng dung dién thoai: Chon mé& email duoc
g tte hom thw *kpmg.com.vn / *kpmg.com.kh. Chon biéu
twong & goc trén bén phéi. Chon “Move” (Chuyén) va
chon “Primary” (Hom thw Chinh).

Primary
Social

Updates

Meetings

Snooze

Move

Label

Mark as important

Mute

Report spam

View in light theme

Print all

Add to Tasks

Gmail | Qutlook
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Gmail | Outlook

Step 1 ] Move ~ |:|] 4 Browse Groups
BUGC 1 -l

- Navigate to Rules -> Manage Rules & Alerts

- Choose New Rules
- Choose “Apply rule on messages | receive”

- Chon Rules -> Manage Rules & Alerts BY crone AU
= Create Rule..

- Chon New Rules
'{?& Manage Rules & Alerts...

- Chon “Apply rule on messages |l receive”

#m,

‘:]ﬁ':l Play a sound when | get messages from someone

D Send an alert to my mobile device when | get messages from someaone
Start from a blank rule

A Apply rule on messages | receive

E’ Apply rule on messages | send



Gmail | Outlook

Which condition(s) do you want to check?
Step 1: Select condition(s)
[] from people or public group ~

[ with specific words in the subject

- [] through the specified account
[] sent only to me
[ ] where my name is in the To box

] marked as importance

[] marked as sensitivity
[] flagged for action

- Choose option “with specific words in the sender’s  [uneremynameisinthe ccvox

["] where my name is in the To or Cc box
add ress” [] where my name is not in the To bax
[] sent to peaple or public group
H . . gn . ] W?th w ?n the boq:,r
- Click the underlined “specific words” in the below (] with speciic words in the subject or body

[ with specific words in the message header

bOX Type and Add ukpmg .com .Vn” and [ ] with specific words in the recipient's address

with specific words in the sender's address

“kpmg.com.kh”. Then CIle “OK” ] assigned to category category v

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

- CI iCk “Next >” App!}_f this rule af‘tef the message arrives

withis {in the sender's address

- Pénh dau “with specific words in the sender’s address” Search Text X

- Nhép “specific words” duoc danh dau & bang dudi. Nhéap Specify a word or phrase to search for in the sender's address:
‘kpmg.com.vn”va “kpmg.com.kh”. Chon “OK” kpmg.com kH e

- Chon “Next >” search list

"kpmg.com.vn”

Remove

0K Cancel




step3
Budc 3

- Choose option “move it to the specified folder”

- Click the underlined “specified” and choose your
preferable folder. We recommend choosing “Inbox”
folder as it is the main folder.

- Pénh dau “move it to the specified folder”

- Chon “specified” duoc danh dau & bang dwéi va chon Thw
muc nhéan thwy mong muén. Chung téi khuyén khich chon
‘Inbox”

Gmail | Outlook

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

maove it to the specified folder ~
[] 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 peaple 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 impaortance

[] print it

[] play a sound

[] mark it as read

[ ] stop processing mare rules hd

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

Apply this rule after the message arrives

maove it to the Inbox folder



step4
Buoc4

Choose “Next >” twice

You can edit the name of the Rule to your preference or
keep the recommendation

Tick “Turn on this rule”
To finish setting up, click Finish
Click “Apply” to start any rules you are choosing

Chon “Next >” hai lan

Quy vj c6 thé thay dbi tén cta rule theo y mudn hodac gitr
nguyén nhw hé thong goi y

Panh dau 6 “Turn on this rule”
Pé hoan thanh, nhép “Finish”
Chon “Apply” & bang Rules & Alerts dé &p dung cai dét vira tao

Gmail | Outlook

Finish rule setup.

Step 1: Specify a name for this rule

'kpmg.com.wn' or ‘kpmg.com.kh'

Step 2: Setup rule options

[]Run this rule now on messages already in "Inbox"

Iurn 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
with 'kpmg.comawn' or 'kpmg.com.kh' in the sender's address
maove it to the Inbox folder

Cancel = Back Mext »
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