Rules Export-lmport

The instructions listed below must be performed from the Outlook Desktop client:

Export Rules:
1) Select “File > Rules and Alerts”
Automatic Replies (Out of Office)

< Use automatic replies to natify athers that you are aut of office, on vacation, or not available to
Automatic respond to email messages,
Replies

Mailbox Settings
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= Manage the size of your mailbox by emptying Deleted ltems and archiving.
Tools
- |
969 GB free of 99 GB
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming email messages, and receive updates when
Manage Rules items are added, changed, or removed.
& Alerts

2) Select “Options > Export Rules”
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<7 Mew Rule.. Change Rule - E@ Copy... x Delete Run Rules Now... Options
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Import and export
Import or export your rules to and from previous versions of Qutlook

Export Rules... Import Rules...

Rules upgrade
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oK Cancel

Enable rules on all messages downloaded from R55 Feeds

& There are rules created with a different version of Outlook or Outlook Web Access that are not
shown

oK Cancel Apply

3) Specify the desired name and location of the saved file

e Rules saved files are saved as an “.rwz” file type
[ Save Exported Rules as X
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4) Click “OK” to close windows



Import Rules:

Rules Export-import

1) Select “File > Rules and Alerts”

«
Automatic
Replies

Manage Rules
& Alerts

Automatic Replies (Out of Office)

Use automatic replies to notify others that you are out of office, on vacation, or not available to
respand ta email messages.

Mailbox Settings

Manage the size of your mailbox by emptying Deleted Items and archiving.

|
96.9 GE free of 99 GB

Rules and Alerts

Use Rules and Alerts to help organize your incoming email messages, and receive updates when
items are added, changed, or removed.

2) Select “Options > Export Rules”
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Import and export
Import or export your rules to and from previous versions of Outlook

Export Rules... Import Rules...

Rules upgrade

oK Cancel

Enable rules on all messages downloaded from RSS Feeds
& There are rules created with a different version of Outlook or Outlook Web Access that are not

shown

OK Cancel Apply
3) Select the Rules saved file
[ Import Rules from X
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4) Click “OK” to close pop-up screens



