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This document shows the step-by-step process for completing your e-mail migration manually. This will
update your Outlook profile to your new DTZInvestors.com e-mail address. This process could potentially
take 45 minutes to an hour to complete. Please complete the stages and steps in this document prior to
contacting the Service Desk with any questions.

Stage 1: Export existing Outlook Rules

You will need to export your Outlook Rules in order to keep them once you complete your migration and
utilize your new DTZInvestors.com e-mail account.

Step 1: Open Outlook.

Step 2: Click on Rules and select Manage Rules & Alerts.
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Step 3: Click on Options.

s Mew Rule... Change Rule - E@gnpy... }(Qelete 4w Bun Rules Mow... Options

Step 4: Click Export Rules...

Import and export
Import or export your rules to and from previous versions of Qutlook

LEHpurt Rules... i | Import Rules...

Step 5: Save the rules to your computer in your documents. As a reminder, this will allow you to keep
your Rules once you complete your migration and utilize your new DTZInvestors.com e-mail account.



Step 6: Exit Outlook.

Stage 2: Complete the e-mail migration

Step 1: Open the Control Panel and click the Mail icon. Depending on your version of Outlook, you may
see one of the following screens below.

Important Note: If you are unable to open Outlook for Outlook 2016, Outlook 2013 or Outlook 2010 as
outlined below, click on the Start icon in the bottom left-hand corner of your desktop screen and type in
outlook.exe/profiles to open Outlook.
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Outlook 2013
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Step 2: Click on Show Profiles...

(A Mail Setup - DTZ mail x

E-mail Accounts

Setup e-mail accounts and directories.

L:_? E-mail Accounts... |
Data Files
4 Change settings for the files Cutlook uses to Data Files
&@ store e-mail messages and documents,
Profiles

Setup multiple profiles of e-mail accounts and Show Profiles
data files, Typically, you only need one,

Close

Step 3: Click Add and enter DTZi-Profile for your new Outlook Profile, then click OK.
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Step 4: You may not see the screen below, depending on which Outlook version you have. If you do
not, please go to the next step below. If you do, click on Connect to a different account.



X
Connect Outlook to Office 365

Powerful tools for managing email, calendar, contacts, and tasks.

Account: GTS.TechnologyPartners@dtz.com (GTS.TechnologyPartners@dtz.com)

|Connect to a different account

Step 5: Enter your name, your DTZInvestors.com e-mail address and network password, then click Next.

Aa Add Account

Auto Account Setup
Cutlook can automatically configure many email accounts,

(@) E-mail Account

Your Marme: Sarah McClarron

Example: Ellen Adams

E-mail Address: sarah.mcclarron@dtzinvestors.com
Example: ellen@contosa.com

Password:

Retype Passwords ||

Type the passwoard your Internet service provider has given you,

) Manual setup or additional server types
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Step 6: Enter your password and click OK.



Add Account

Searching for your mail server settings...

Configuring
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[7] Remember my credentials
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Step 7: Click Finish.

¥ Add Account

Congratulations!

Configuring

Cutlook is completing the setup for your account, This might take several minutes,

o Establishing netwark connection
+"  Searching for  sarah mcclarron@dtzinvestors.com settings
v Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use,
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Step 8: Select your DTZi-Profile from the drop-down arrow and then select Always use this profile.

Click OK.
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Stage 2 is complete - You have completed the
migration



Stage 3a: Validate the e-mail migration

Step 1: Send a test e-mail from your private e-mail account to your DTZInvestors.com e-mail address and
ensure you received the e-mail.

Important Note: All of your e-mail will be migrated, but you may not see all of your e-mails in your inbox
right away. This may take a period of time, depending on the size of your mailbox and the network
conditions. Additionally, you may not see e-mails in your inbox older than 6 months. Please consult the
Outlook Email FAQs for additional details. As a reminder, you can access e-mail through Outlook Web
Access (OWA). See the Outlook Web Access Login Guide for instructions.

Stage 3b: Import your Outlook Rules

Step 1: Now you need to import your rules to Outlook. As a reminder, you exported and saved your rules
in Stage 2 above. Open Outlook.

Step 2: Click on Rules and select Manage Rules & Alerts.
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Step 3: Click on Options.

: Mew Rule... Change Rule = E@gnpy... }(Qelete & v  Bun Rules Mow... Options

Step 4: Click Import Rules...

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

E.Eupurt Rules... i | Import Rules...

Step 5: Browse to the folder that you saved your exported rules. Select the file you saved and click
Open.

Stage 4: Update your E-mail Signature

Step 1: You will need to re-select your e-mail signature on both the Outlook client on your computer and
on your mobile device. Please follow the instructions in the Outlook Signature Update Guide.



http://www.cushwakemarketing.com/intcomms/Technology/DTZi_Outlook_Email_FAQs.pdf
http://www.cushwakemarketing.com/intcomms/Technology/DTZi_Outlook_Web_Access_Login_Guide.pdf
http://www.cushwakemarketing.com/intcomms/Technology/DTZi_Outlook_Signature_Update_Guide.pdf

Stage 5: Update e-mail on your Mobile Device

Step 1: Follow the applicable instructions below to continue to access e-mail on your mobile device:

o iPhone Email Instructions



http://www.cushwakemarketing.com/intcomms/Technology/DTZi_iPhone_EMEA_Instructions_Airwatch.pdf
http://www.cushwakemarketing.com/intcomms/Technology/DTZi_iPhone_EMEA_Instructions_Airwatch.pdf

