“ NEW JERSEY

Department of Information Technology

Importing Outlook 2007 Rules into Exchange

This document assumes that you have extracted Email processing rules from Outlook 2007
using the “Extracting Outlook 2007 Rules” tutorial in preparation to importing them to
your NJCU Exchange Email account.

Open Outlook after you have been migrated to Exchange. On the Outlook toolbar...

Tools l_mns Help
send/Receive StEFI'I »

Instant Search Step2 »
Address Book..,  Ctrl=ghift-E
Jrganize

Rules and Alerts...

Ot of Office Assistant...

Mailbox Cleanup...

Empty "Deleted Items” Folder

Recover Deleted Items...

Account Settings...
Trust Center...
Customize...
Options...

E-mail Scan Properties...

Step 1: Click on Tools.

Step 2: Click on Rules and Alerts.

Figure 1. Section of Outlook 2007 toolbar
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Rules and Aleris 7
| Evmad Rues | Manage Alets | Step3 o
[ [ tewRule... Changs Rue = EaCopy... X Delete | & & _-H“' Cptions

Select the Mew Rule” button to make & e,

Step 3. Chck on options
| Rude description {chck an underined vale to edt):
| [lenabie russ on ol 155 Fesds
ok J[ concd |[ oo |
Figure 2. Outlook Rules and Alerts dialog box
Options
Irnpart and export
Imnport or export yaur rules o and From previous wersions
of Outlock
| Exportrues.. || ImportRules.. |
Rules upgrade /‘ Step 4: Click on import rules.

Wi'e recommend that you upogueEEyour rules For bettes

PErTOrMance; uniess wou 152 g pravious yersion of
Oiitonk
Uipgrade Now

| ok || cancel |

Figure 3. Outlook Rules and Alerts Options dialog box
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bmport Rules from r? :ri_

tooki:  |[E Deskton —— Step 6
_:fh’ﬁ.ﬂan! My Documants

% & L ¥ uin-| Stepb5: Click on “Desktop”

in the navigation pane.
Dotumants ‘.im,. Compater
i My Hetork Places : H
@ LIFAQ Hovies Step 6: Verify “Desktop” is
et Wy NI 6 Step 7 in the Look in: input box.
i &m
a1y Netwrk Step &

Step 7: Choose the
exported rules file (e.g.
oldrules) and verify it
has appeared in the File
name: input box.

Step 7 i
Step 8: Click the Open
button
Fiegene: (iR v
Files of bYDe: [ poges Wizl s {*, rwe) -
Step B—— [_gpen | [ con
Figure 4. Rules and Alerts Import Rules dialog window
 E-mal Rules :Mmmﬂats_
[ Mew Rude... ChangeRule~ 3 Copy... X Delste | @& & RunRulesbow... Options
Rute {appled in the coder shown) Actions
¥ i
¥ List of rules redacted Step 10 -::_E Step 100 \.-'eri!"_f your rules have been
¥ i imported by looking in the Rule {applied in
] | ) the order shaown below) box
v =
Step 11 After venfying your rules have
been imported properly click the ok
Rule descripbion (cick an underined valus to edk): . button.
Apphy thes rule after the message arrves
assigned to any cabegory YYou have now successfully importad your
cladr aschgs C cbts rules. You will need to re-create your folder
structure for these rules to work correctly
[C]Enable rules on all RSS Feeds
Step 11— [ ok [ concel [ aesv |

Figure 5. Rule and Alerts dialog window
A final note regarding importing rules:

v All rules that move a message to a different folder will have to be edited. The target

folder will have to be re-created in the online store (OST) or the message re-pointed to
the local personal store (PST) folder.
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