HOW-TO: EXPORT & IMPORT RULES

McCOMBS OFFICE365 & EMAIL MIGRATION: SATURDAY, MARCH
31st (7:00AM - 1:00PM)

EXPORT & IMPORT RULES

@ NOTE: If you have exported and then re-imported Inbox Rules as a part of the Migration, they WILL break. You'll have to fix the Destinatio
n Folder. It is important to reconfigure Outlook with the same folders as the profile where the rules were originally created. Some rules may
not work when imported if there are specific folders used in the rules which are no longer available.

1. To begin, open Outlook on your computer and make sure the “Home” tab is active. Click on “Rules” and select “Manage Rules & Alerts”
from the drop-down menu.
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2. You can also access the rules and alerts by clicking the “File” tab and then clicking the “Manage Rules & Alerts” button on the “Account
Information” screen.
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3. The “Rules and Alerts” dialog box displays. On the “E-mail Rules” tab, click “Options” on the toolbar above the list of rules you've
created. (*All the rules listed here will be backed up, not just selected rules.)
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4. On the “Options” dialog box, click “Export Rules”.
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5. The “Save Exported Rules as” dialog box displays. Select the folder where you want to save the rules file, and then In the File name box,
type a name for the set of rules that you want to export. When you export rules, they are automatically saved in a file with an .rwz
extension. This file type can only be opened and used within Outlook.
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6. Once you've exported your rules file, click “OK” on both the “Options” and “Rules and Alerts” dialog boxes to return to the main Mail
screen (or the “Account Information” screen, depending on where you started).
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1. When you are ready to re-configure Outlook, you will want to import the rules that you had previously exported. Open the “Rules and
Alerts” dialog box in one of the two ways we discussed earlier. Note that the list of rules is empty. To fix that and import your rules, click
“Options”. On the “Options” dialog box, click “Import Rules”
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2. The “Import Rules from” dialog box displays. Navigate to the folder in which you saved your rules backup file, select the .rwz file, and
then click “Open”.
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3. You'll notice that the list of rules on the “Rules and Alerts” dialog box, behind the still-open “Options” dialog box, fills up with your custom
rules. Click “OK” on the “Options” dialog box to close it and return to the “Rules and Alerts” dialog box.
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4. If you checked email before importing your rules, you can run your rules now on the email you've already received. To do this, click “Run
Rules Now” on the toolbar above the list of rules on the “Rules and Alerts” dialog box.
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6. Once the rules have run, click “Close”. Then click “OK” on the “Rules and Alerts” dialog box to close it. Now, your rules will run
automatically, checking the emails you receive and performing the actions you specified, all behind the scenes.
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@ Manage Email Messages by Using Rules

To learn more about using rules in Outlook, see Manage email messages by using rules.
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