CDM TO DPU EMAIL POST MIGRATION GUIDE V.1

Overview

Now that you have migrated email to the DPU server and verified you can connect to your DePaul email
account, there are a few additional steps you may need to take after the 12/2 switch over is complete.

This document has the following sections:

1) Setup Mobiles Devices (Tablets and Phones)
2) Create your email Signature
3) Add Outlook Rules

Change Log
Any changes to this document will be listed in this section.

12/1/2016: Initial Version
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Section 1: Setup Mobile Devices (Tablets and Phones)

The University has extensive documentation on how to setup mobile devices for all the major platforms
here: https://offices.depaul.edu/information-services/services/email/Pages/Mobile-Devices.aspx

Take note, before connecting your first mobile device (of any kind) you need to visit
https://activesync.depaul.edu to enable your account for mobile access (CDM had this enabled by
default).

Message you should see after enabling mobile access:

Thank you. Active Sync has been enabled on your account.
You may now configure your device to connect to Exchange using

device specific instructions available on the |15 website:
hitps offices. depaul. eduinformation-semvices/sernvices/email’Pages/Maobile-Devices. aspx
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Section 2: Create your E-Mail Signature

Keep in mind, you Outlook may be configured for both your CDM and DePaul Accounts. This
procedure will show you how to add a signature to your DePaul account through Outlook. You

may also do so through https://outlook.depaul.edu

Step 1: Click File

Archive Send / Req

. (& Ignore |
e ] e

% Clean Up-
Mew  Mew Mew
Email ltems~ Meeting a@-’“”k'
Mew TeamViewer Delete
R A T

Step 2: Select Options:

Infa

Open & Export
Save As

Save Attachments
Print

Office

Account

Feedback

Support

Options

Exit
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Step 3: Under “Mail”, Select “Signatures”

Cutlook Options >
General . . =
Change the settings for messages you create and receive.
Miail @
Calendar Compose messages

People @ Change the editing settings for messages. Editar Options...
Tasks Compose messages in this format: | HTML -

Search
Language ABC [ Always check spelling before sending | Spelling and Autocorrect... | L
Advanced Ignere eriginal message text in reply or forward

Customize Ribbon . -
_fﬂ Create or modify signatures for messages. $

Quick Access Toolbar

Step 4: Select your DePaul account under Accounts and assign a new or existing signature.

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit Choose default signature
E-mail account: | 330k0@ depaul.edu
Mew messages: |ﬂmthony20ko
. I
Replies/forwards: ﬁnthc-n\-'lc-kn -
| Delete | | HNew | Save Rename
Edit signature n
Calibri Body)  [V|[11[v]| B 1 u | = = = |EHsuinescad | [ &
A
Thanks,
Anthony Zoko
Software Development Manager F
DePaul University -

College of Computing and Digital Media (CDM) hitp://www.cdm.depaul.edu

ok | | Cancel
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Section 3: Add Outlook Rules

Finally, you may need to recreate rules you had in your CDM account in your DePaul Account.

Under the “Home Tab”, select the Rules option and click “Manage Rules and Alerts”

Archive Send / Receive Folder View ‘..‘ Tell me what you want to do

= s’% a G Ignore x Q @ @ 2 Meeting ¥ Licenses - AZO... 3 To Manager ¥ = @ ==l - |Search Peop
N N " % CleanUp - b I EJ Team Email v Done viove I | . ol [ Address £

ew ew ew elete eply Reply Forward [ pjgre - = _ ove | Rul nrea ategorize Follow X
Email ltems - Meeting & Junk~ o Eg ¢ Reply & Delete ¥ Create New . . Read : Up- Y Filter Emi

MNew TeamViewer Delete Respond Quick Steps ] Me Always Move Messages From: Zoko, Antheny

I Favorites €| [ search Current Mailbox £ | current Mailbox_-| | Capep 73 CreateRule..
- 2

Searen rolaers All Unread By Date [Conversations) =  Newest & r {21 Manage Rules & Alerts...

“ ”
2) Under the rules area, make sure to select your “@depaul.edu account

Rules and Alerts

Email Rules  pManage &lerts

Apply changes to thi@lm [azoko@depaul. edu]

:g Mew Rule... Change Rule - E@ Copy.. 2 Delete

[¥]

& v Run Rules Now... Options

|F‘.ule (applied in the order shown) |Acﬁuns |

Select the "Mew Rule” button to make a rule,

Rule description [click an underlined value to edit):

|:| Enable rules on all messages downloaded from R55 Feeds

I oK I | Cancel Apply

3) You can switch between the CDM and DePaul accounts to look at rules you’ve had in the

past.
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