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How to Export and Import Rules

You need to export your Outlook Desktop Client rules prior to the move to M365 email. Then you will
need to import them into M365 Outlook Desktop Client. Follow the instructions below to export your
rules.

When you import rules to an Outlook account, they are added to the end of the existing list of rules. You
can import only one set of rules at a time. When you export rules, they are saved in a file with an .rwz
extension. This file type can only be opened and used within Outlook.

Export Rules 3. Click Options

1. Click the File tab. C——— v -

E-mail Rules  Manage Alerts

i3 NewRule.. ChangeRule [ Copy.. J<Delete « ~ RunRulesNow.. Options
[Rule (applied in the order shown) [ Actions ]
Information Week News ¥ It

Rule description (dlick an underlined value to edit)
Apply this rule after the message arrives
: o information week o | daiiyin the sender's address
move it to the 3 infomation emalls folder
and stap processing more rules

2. C“Ck Manage Rules & AIertS. [JEnable rules on all messages downloaded from RSS Feeds

@) There are rules created with a cifferent version of Outiook ar Oook Web Access Ehat are not

shown.
® Concel | | ponty
| Add Account
Save Attachments - -
Account Settings .
S lick I
B e e 4. Click Export Rules...
Account connections.
Settingsy Access this account on the web,
Office Account https://mail.merfin.ca/owa/
Options Options >
o Change
it
Automatic Replies (Out of Office) Anparen e ner
(RS it arnmiie el oo e it ot ks T S CH e et et o Import or export your rules to and jgom previous versions of Qutiook
Automatic not available to respond to e-mail messages.
Replies . )
Export Rules... | | Import Rules... |
=1 Mailbox Cleanup N
CE\:p Manage the size of your mailbox by emptying Deleted Items and archiving. Rules upgrade
Tooks~ We recommend that wou upgrade your rules for better performance,
_ unless you also use Cutlook 2002 or earlier
s Rules and Alerts
’ e Use Rules and Alerts to help organize your incoming e-mail messages, and receive
tanage Rules | updates when items are added, changed, or removed.
A Upgrade Now
F‘ Slow and Disabled COM Add-ins i
- ] Manage COM add-ins that are affecting your Outlook experience. | OK | Cancel
Manage COM 5 e
Add-ins
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5. 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. Click Save.

[ Save Exported Rules as X
A %« Local » Microsoft » Outlook » v|®| | Search Ouflook »
Organize v New folder fzz - (2]
© B THsPC A Name Date mo
> 2 30 Objects 16 37972021
> [ Deskiop " EasCache 12/21/20
> [ D * gliding 12£21/20
5 ™ Offline Address Books 9/20/202
> b Downloads =
RoamCache 9/23/202
> D wusie 8} Desktop Client Rules.rwz. 9/23/202
> [&] Pictures
> [ Videos

5> 2 WINID(C)
> @ Backup Plus (F:)
o PR A o s s i

File name: v‘

Save as type: | Rules Wizard rules ("ioz) B

A Hide Folders L nagy- | Concel |

Note: Save the file to your M drive is best
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Import Rules
1. C|ICk the File tab. Options Pad

Import and export

4. Click Import Rules

Fe [EECN Seodifeee Rl Ven O Telmewtatyouuentizdo. Impaort or export your rules to and from previous \rerslor‘vuf Outlook
= Tl NN O Bt [Ty )% Mo ¥ ol b I 1
= B a oo X (O Q) G Bl i Vol m O .
i ‘NE o facenlyr IV‘('FL('F’)HE‘,M- Hlemiral ¥ Dre 7 ‘D Lu ('“ oy s g Export Rules... | [ Import Rules:.,
v N Screnles Sttt ectz | Repy Fepy Foue a ; = Mo ks L Caegozz Folow e
8o Fivoer [AFahalee ¥ Coteller 3 : Y Fite -
3 o Vetitg Dlnee | $9AN¢ Thoes [P v v el v e Y Ak
nal s+ | Vg Meing | %5 &l 1 el Ip il p R
Nt 0 Dedte R [ R Vo Tt fnd At A

We recommend thatyou upgrade your rules for betker performance,
unless you also use Dutlook 2002 or earlier

Upgrade Now

oK | cancel

. .
© 5. Select the Export file you previously saved, and
= Add Account
Save Attachments ' Cl B k 0 B h I R
) Accounseting ick Open to import the rules:
park L] Change settings for this account or set up more
Account connections.
Settings > Access this account on the web,
Office Account hitps://mail.merfin.calowa/ @8 import Rules from X
Options - A «|Local 5 Microsoft 5 Outlook > v & | Search Outloo) p
Change Orgenize v New flder EE- O @
Bxit ~
. . o = ket Name
Automatic Replies (Out of Office) B ThispC
Use automatic replics to notify others that you are aut of office, on vacation, o 3D Objects. 15
Automatic not available to respond to e-mail messages. I Desktop ™ EssCache
Replies o % glidin
[ Documents gliding
1§ ooales "t Offline Address Books W
=1 Mailbox Cleanup ki "} RoamCache
= Manage the size of your mailbox by emptying Deleted Items and archiving. & Music |5} Desktop Client Rules.rwz No preview
CT'ELUP =] Pictures &} untitied.z
o B Videos
I 4 Al . WINTO(C)
a
a Rules and Alerts @ BackupPlus ()
q Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules | updates when iters are added, changed, or removed. = deltizzo-m (\WSF\EmployeesHome) (M)
& Alerts = DPTShare \WSF) (0) B = >
=) | s and Diaied o acns ogessniaing -
e Manage COM add-ins that are affecting your Outlook experience. Tools v Open Cancel
Manage COM
Add-ins

3. Click Options

Rules and Alerts x
E-mail Rules | Manage Alerts v
S New Rule.. Change Rule = [ Copy.. DX Delete = Run Rules Now... Options
|Rule (applied in the order shown) | Actions |
Information Week News ¥ It

Rule description (dlick an underlined value to edit)
Apply this rule after the message arrives
: o information week o | daiiyin the sender's address
move it to the 3 infomation emalls folder
and stap processing more rules

[JEnable rules on all messages downloaded from RSS Feeds
{8 There are rutes created with a different versian of Outiook or Outlook Web Access that are not
shown

=l [

If you want to import a file that contains rules other than those in the Rules and Alerts Wizard, such as
rules that are compatible with previous versions of Microsoft Outlook, see
https://support.microsoft.com/en-us/office/import-or-export-a-set-of-rules-f54b5bd2-40e0-426e-9f25-
e51faldeeb95
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