Enterprise Email
Post-Migration Step 2E
Revise Outlook Rules

It may be necessary to update the legacy Rules and Alerts after they have been
migrated over to the Enterprise Email side. Rules and alerts can be established in a
thousand different configurations. The following instructions can be used as a guide to
the area in which the rules and alerts can be updated/changed. To go any further would
be a monotonous exercise.

1. From the tool bar click Tools. Click Rules and Alerts.
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2. Select the Rule that needs updating. Click Change Rule.

-~

T

Rules and Alerfs @
E-mail Rules ‘ Manage Alerts

~~
[%'HEW Rle... Change Rule = 5% Copy... :?( Delete | & # PRunRules Mow... Options

|Rule “pplied in the order shown) | Actions -
Incident INC A3
Cluster Motification {dient-only) 55

Rule description (didk an underlined value to edit):

Apply this rule after the message arrives
with Incident INC in the subject
move it to the Deleted Ttems folder

[|Enable rules on all RSS Feeds

OK ] [ Cancel Apply
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3. Click Edit Rule Settings...

Rules and Alerts
E-mail Rules | Manage Alerts
lﬁ-ﬂew Rule... |Change Rule = il_-.;‘,l Copy... ><.' Delete i+ % BRunRulesMow.,. Options
|Rule (applied Edit Rule Settings... < \ctions -
Incident INC Rename Rule F
Cluster Motifi F.x
5. Display in the New Item Alert window
ufl  Play a Sound...
M Move to Folder...
[ Copyto Folder... -
Rule description (¢ ¥ Mark as High Priority
Apply this rule a| % Mark as Low Priority
with Incident ING X Delete Message
move it to the D
[] Enable rulez on all RSS Feeds
[ Ok ] [ Cancel ] [ Apply ]
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4. The following window will be displayed. From this point the rules can be
updated/configured as required.

Rules Wizard

2R
Which condition(s) do you want to cheds?
Step 1: Select condition(s)

with spedific words in the subject
[] from people or distribution list i
[] through the specified account

[] sent only to me

[] where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[ where my name is not in the Ta box

[] sent to people or distribution list

[] with specific words in the body

[] with specific words in the subject or body
[] with specific words in the message header
[] with specdific words in the redpient's address
[] with specific words in the sender's address
[] assigned to cateqory category e

*

m

Step 2: Edit the rule description (dick an underlined value)
Apply this rule after the message arrives
with Incident IMNC in the subject
move it to the Deleted Items folder

5. Click Next as needed to complete the process. Click Finish when complete.

6. Repeat as necessary for rules.

7. You have now completed Step 2E.
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