
 

 

Checking for Rules & Filters (Staffmail) 

Due to The Switchover, Email Rules and Filters can’t be transferred to Office365, It is 
advisable to take screenshots of the rules & filters to re-create them in Office365. 
 
To check your mailbox for rules & Filters, Log into Staffmail Webmail at 
www.staffmail.ed.ac.uk and follow the steps below. 
 

Viewing Email Rules in Staffmail (Webmail) 

1. Click ‘Filters’ 

 
 

2. Click on each ‘Rule’ 
in turn 

 
 

3. Once the Rule is 
displayed take a 
screenshot of the 
rule  

*If not sure how to take 
a screenshot , The 
instructions can be 
found at 
http://www.take-a-
screenshot.org/ 

. 
  

Viewing Email Whitelist Filter in Staffmail (Webmail) 

1. Click ‘Filters’ 

 
 

 
 

2. Click ‘Whitelist’ 
 

3. Highlight all the 

addresses in the 

whitelist then copy 

and paste these in 

to a text file 
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Viewing Email Blacklist Filter in Staffmail (Webmail) 

1. Click ‘Filters’ 

 
 

 
 

2. Click ‘Blacklist’ 

 
3. Highlight all the 

addresses in the 

blacklist, then copy 

and paste these in 

to a text file 

 
 
 
 
 
 


