Exporting Outlook Rules

This document is only valid for Outlook 2019 Users.

o Click on Manage Rules and Alerts button from File tab.
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e First click on Options, and then Export Rules in pop-up window.

Rules and Alerts X

E-mail Rules Manage Alerts

Apply changes to this folder: | Inbox ~
‘=] MNew Rule.. Change Rule~ Copy.. /% Delete Run Rules Now.. 1
|Ru|e (applied in the order shown) Actions | a
Options X

Import and export
Impert or export your rules to and from previous versions of Outlook

2 [ Export Rules... Import Rules... .

Rule descriptior RS U rE it
—

wie recommend that you upgrade your rules for better performance, F——
unless you also use Outlook 2002 or earlier

Upgrade Mow

(TJEnable ruIeJ OK Cancel

oK Cancel Apply

e Specify the directory to export and then, give a name to your rule file and click on Save
button.
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e After exporting your rules as described above, you can complete the transition of your account to
bogazici.edu.tr by using “Editing Outlook IMAP/POP settings” BUMAIL user guide at our website.

e After completing the required configuration, import your rules by following the steps below.



Import Outlook Rules

e (Click on Manage Rules and Alerts button from File tab.
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e  First click on Options, and then click on Import Rules in pop-up window.
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o Inthe next step, select the rule file you previously exported and click on Open button
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Afterwards, click on Ok button and then Apply button
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To set up your rules properly, first select the rule (1) and then click on the target folder name

(2) pointed by the specified rule.
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On the next window, select the related rule folder and click on OK button



Rules and Alerts

E-mail Rules Manage Alerts

Apply changes to this folder: |Inbox ad.soyad@bogazici.edu.tr

{=]New Rule.. Ct Rules and Alerts

> tions

7|Rf”e (appliedy Choose a folder: “
+*| BIM Web Birim| ii
v % ad.soyad@bogazici.edu.tr oK o
[ o Inbox (&
Cancel
2 Drafts [3]
= Sent New
(& Trash (3)
[T calendar (This computer anly) =
I > Contacts (This computer onl
Rule description (cli I%l (T_ P )
| - — {5 Journal (This computer only) —
Apply t.hIS rule aftu o Junk (]
from BiM Web Bir Notes
move it to the wel .
and stop proces MNotes (This computer only)
Cutbox
' B | [ RSS Feeds B
(CJEnable rules on air messages GOWNIOSOET TrOMT S FEETS
oK Cancel Apply
Do that for all rules in order.
Rules and Alerts X
E-mail Rules  Manage Alerts
Apply changes to this folder: |Inbox ad.soyad@bogazici.edu.tr v
;=] Mew Rule.. Change Rule~™ E@ Copy.. xgelete ¥  Run Rules Mow... Options
|Ru|e (applied in the order shown) |Acti0ns | &
sysadmin@boun.edu.tr 1 } ;'l'
i BIM Web Birimi It
v

Rule description (click an underlined value to edit):

Apply this rule after the message arrives

from sysadmin@boun.edu.tr
move it to theolder 2

and stop processing mare rules

[ JEnable rules on all messages downloaded from RSS Feeds

oK

Cancel Apply




Rules and Alerts

E-mail Rules Manage

Alerts

Apply changes to this folder: |Inbox ad.soyad@bogazici.edu.tr

=) New Rule.. ci Rules and Alerts

| Rule (applied ir

Choose a folder:

sysadmin@bou
BIM Web Birimi

Rule description (cli

Apply this rule aft
from sysadmin@k

move it to the Sist
and stop proces

i _=

v % perihan.yavuzcan@boun.edu.tr

v Inbox (&
wep

% Drafts [3]

=7 Sent

'Lz_" Trash (3)

[75] calendar (This computer anly)
> [&3 Contacts (This computer anly)

?@ Journal (This computer only)

B Junk [5]
Motes
Motes (This computer only)

Outbox

["JEnable rules on ar messages aownioagea Trom Kss Feeas

QK

> tions

oK

Cancel

Mew...

Cancel

|

Apply

After completing this process, click on Apply button. So, the process of importing of your
rules is now successfully completed.



