- .
= _.a-'a Microsoft

~i2.0Outlook Live

Migration Instructions for All Users
Introduction:

Welcome to HBU’s Outlook Live email system. This document provides guidance on how to migrate
your emails, calendar entries, tasks and personal contacts from the OCS email server to the new
Outlook Live email server. The following illustration explains the migration process:

Part I-Before you

begin, make sure

you meet all the
reauirements

Part llI-Login to
your Outlook Live
account using
web client

Part lll-Export your
mailbox from OCS
server to .pst file.

Aprox. 1-3 hrs.

Part IV-Create
new mail profile
for Outlook Live

Part V-Import .pst
file into Outlook
Live profile account.
Aprox 1-3 hrs.

Part | - Before you Begin:

As a requirement, the migration process must be done from a computer with Windows XP. Also, you
must have Microsoft Outlook 2007 installed in your computer (If you don’t have it, call the ITS
Helpdesk for assistance). For Mac users, go to the helpdesk area to migrate your emails/calendar

entries using a Windows XP computer.
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Part Il - Login to Outlook Live:

. Outlook Live

Before you begin any migration tasks, if you have never logged in to your Outlook Live account, you

must do so now. First-time login instructions can be found at http://www.hbu.edu/email.

During the entire migration process you may stay logged in to the Outlook Live web client to send and
receive new emails.

Part Il - Export from OCS:

1. To export your information, go to the Start button - All Programs - Microsoft Office >
Microsoft Office Outlook 2007.

Morales Miguel

g

= Internet
[y Internet Explorer

e E-mail
L=/ Microsoft Office Out

Orade Connector
Configuration Wizardg
CorpSystem Workpa
Manager

r

“y Remote Desktop Cor|

@ Motepad

‘%. ICVERIFY Multi User

‘%‘ ICWERIFY

All Programs L
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Microsoft Office

Microsoft SQL Server 2005
Mozilla Firefox

Orade Connector For Outook
QuickTime

Real

Roxio Easy CD Creator 5
Snagit 9

SportsWare2009

SQLXML 3.0

Startup

Test Delivery Management System
WIA

videoLAM

Yahoo! Games

Acrobat.com

Adobe Reader 9

Apple Software Update
Internet Explorer

Microsoft Default Manager
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Microsoft Office Tools

LE Microsoft Office Access 2003
@ Microsoft Office Excel 2003

@ Microsoft Office FrontPage 2003
Microsoft Office InfoPath 2003
Microsoft Office PowerPoint 2003
Microsoft Office Publisher 2003
Microsoft Office Weord 2003
Microsoft Office Access 2007
Microsoft Office Excel 2007
Microsoft Office Groowve 2007
Microsoft Office InfoPath 2007
Microsoft Office OneMote 2007

1B W E RN EEE

Microsoft Office PowerPoint 2007

Al
wl

Microsoft Office Publisher 2007

1 B

[iw Microsoft Office Word 2007

Microsoft Office Outlock 2007

2. Click the File menu and select Import and Export...

) Inbox - Microsoft Outlook

| File | Edit View Go JTools 2

Mew
Open
4 Close All Iterns
Bl Save As..
Sawve Attachments
. Folder
Data File Management.
Import and Export...
Archive...
Page Setup

Print Preview

& b

Work Offline

Exit

o

Print... Ctrl+P

3
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3. Select Export to a File

Choose an action to perform:

Export R55 Feeds to an OFML fi

Import a VCARD file (. vcf)
Import an iCalendar (.ics) or vCalendar file {.vcs)
Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description
Export Outlook information to a file for use in other
programs.

~
<Back || Next}([ Cancel |

4. Select Personal Folder File (.pst), click Next.

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003

Microsoft Excel 97-2003

Tab Separated Values (DOS)
Tab Separated Values (Windows)

< Back ][ Mext = [ Cancel
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5. Select the top folder (e.g., Oracle — Your Name). Check the “Include subfolders” check box.
Click Next.

Select the folder to export from:

= 'EE’;' Oracle - Miguel Morales s
[ 2008 initiatives E

3 AppSvc

3 AppSvc - Projects
1 Bones (8)
ﬁ Calendar

[ Cancelled

[ Committees

& Contacts
7 rPE _ Praficiance (100

Indude subfolders ?

[ < Back ][ Next}ﬁcam:d

-

6. Click the Browse button.

Save exported file as:
| | [Emwse...

Options

Replace duplicates with items exported
(7 Allow duplicate items to be created

(71 Do not export duplicate items

s ) [
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7. Select the Desktop and name the file “ocs-backup.pst”. Click Ok.

Open Personal Folders

Save in: | @' Desktop r

¥ @ @ XciE-
@My Recent lfjl\‘ly Documents
Daocuments g My Computer
@ Desktop ‘QM\; Network Places
| |)shares
My
Documents
Computer
.d My Network
Places
File name: |oc5-bal:kup.pst " v |
Save as type: F'ersc-nal Folders Files (*,pst]
(= ﬂ/ ]

8. Make sure that the “Replace duplicates with items exported” radio button is selected. Click
the Finish button.

Export Personal Felders

(]

Save exported file as:

IMINISTRATIVE\Desktoplocs-backuplpst | [Browse... |
Options

@) Replace duplicates with items expcrtedr_—
i1 Allow duplicate items to be created

() Do not export duplicate items

P
<Back || Finish{[m
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9. On the following screen click OK. The Export Process starts. This step may take several
hours depending on the size of your mailbox.

During this time you will not be able to use Outlook Desktop client; however, you may use the
Outlook Live web client to send and receive emails.

. Create Microsoft Personal Folders

File: C:\Usersimmaorales. ADMINISTRATIVE \Desktopy
Mame:  Personal Folders

Format: Personal Folders File

Password
Password:
Verify Password:

[ save thiz password in vo ssword list

[ Ok Cancel

10. Exit Microsoft Outlook 2007 and confirm that you have the file “ocs-backup.pst” on your
Desktop.

s
LD \K ¢
2| o)t AR

Easy CD Microsoft VLC media ICVERIEY
reator 5Basic  Office P... player

£ B % 7

Internet Microsoft CorpSystem  ocs-backup.pst
Explorer Office Publi...

W

Microsoft
Office W...

ree T Outlook Live - Migrati... | (@ Inbox - Microsoft Out...
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Part IV - Create new Profile:

11.Click the Start button = Control Panel.

Morales Miguel Angel

9' Internet ’) My Documents

Internet Explorer
1 b My Recent Documents

3 E-mail
L2/ Microsoft Office Outlook
icroso ce Outlool ﬁ My Pictures
}_,% Oracle Connector _)—’ My Music
= Configuration Wizard -

"B\ CorpSystem Workpaper g‘ BT
. Manager
g My Network Places

% Remote Desktop Connection

E-— Control Panel

B MNotepad Set Program Access and
Defaults

A L’ .
- l-==3 Printers and Faxes
\‘%‘ ICVERIFY Multi User tﬁ

\gg ICVERIFY @) Help and Support
p Search

All Programs p I Run...

(B osoff [@]shutoon

12.Control Panel opens. Click on Mail.

£ Control Panel

File Edit View Favorites Tools Help

O Back -J Lﬁ /ID Search IE:“ Folders v

Address E}' Control Panel

E’ Control Panel (!) i E

Accessibiity  Add Hardware Add or

B switch to Categary View Options Remov...
See Also
Folder Options Fonts Game
% Windows Update Controllers
@) Help and Support %
il Maouse Metwork
Connections
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13.The Mail Setup dialog box opens. Click the Show Profiles... button.

Mail Setup - OCS

E-mail Accounts

- Setup e-mail accounts and directories. Emalirene

N
Data Files

&, Change settings for the files Cutlook uses to Data Files. ..

B store e-mail messages and documents,
Profiles

:e Setup multiple profiles of e-mail accounts and Show Fﬁ

data files. Typically, you anly need one.,

Close

14.The Mail configuration box appears. One profile already exists for your OCS connection. You
are going to create a new connection for the Outlook Live email server. Click on the Add...

button
General l

@ The following profiles are set up on this computer:

AdMRemove | Properties Copy...

When starting Microsoft Office Outlook, use this profile:
™ Prompt for a profile to be used

{* Always use this profile

locs |
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15.The New Profile dialog box appears. Type “Outlook-Live” in the Profile Name field. Click OK.

New Profile

@ Create Mew Profile
Profile Mame: /

|Guﬂu:u:uk-l_ive| |

B

16.The Add New E-mail Account dialog box appears. Delete the email address. Enter your
name in the field provided. Also enter your HBU email address. Finally enter your Outlook
Live password and retype it in the field provided. Click Next. Never select the “Manually
configure server settings or additional server types” box.

Add New E-mail Account §|

Auto Account Setup

Clicking Mext will contact your e-mail server and configure your Internet service provider or Microsoft
Exchange server account settings.

——
Your Name: |Jane Q. Faculty *— |

Example: Barbara Sankovic

"
E-mail Address: |jfacu|ty@hbu.edur |

Example: barbara @contoso.com

—

Password: | “““ H |

—
—

Retype Password: | “““ r— |

Type the password your Internet service provider has given you.

[IManually configure server settings or additional server types

Mext = ll Cancel
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17.The profile configuration process will start. Then a message from Microsoft Outlook Appears.
It will ask “Allow this website to configure yourusername@hbu.edu server settings?” Check
the “Don’t ask me about this website again” check box. Click the Allow button. This step
may take 1 or 2 minutes.

Add New E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
Establish network connection
»  Search for jfaculty@hbu.edu server settings

Log on to server -
Microsoft Office Outlook

£, Allow this website to configure jfaculty@hbu.edu server
{ _D settings?

https: /fautodiscover-s.outlook.com/autodiscover /autodiscover.xml

Your account was redirected to this website for settings.
You Wnﬂow settings from sources you know and trust.
't ask me about this website again

( Alloﬁ Cancel |

18.Then the “Connect to sn1prdxxxx.mailbox.outlook.com” dialog box appears. Enter your
username which is your full email address (e.g., yourusername@hbu.edu). Finally, enter your
Outlook Live password and click OK.

Connect to sn1prd0202.mailbox.outlook... E| |E|

!"W\\;

Connecting to sn1prdd202, mailbox. outook. com

User name: |ﬁ ifaculty@hbu.edu — _» v|
|

Password: | senens

[ Ok | [ Cancel ]
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19.The Configuration dialog box continues and the message “Your email account is successfully
configured to use Microsoft Exchange” appears. Click the Finish button. (Note: If this
process fails, click Cancel, remove the newly created profile (Outlook-Live) by selecting it from
the list and clicking the Remove button. Start over at step 14). Never select the “Manually
configure server settings” box.

Add New E-mail Account §|

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
" Establish network connection
\/ Search for jfaculty@hbu.edu server settings
\/ Log on to server

A

[IManually configure server settings
[ Finish Cancel

'Your e-mail account is successfully configured to use Microsoft Exchange.

20.Since your default profile is the one connecting to OCS, we need to change this. Select
Outlook-Live profile from the list and click on the “Always use this profile” radio button .
Make sure that the profile name “Outlook —Live” (or the name you gave to the new profile in
step 15) appears in the drop-down field. Click OK.

Mail X

General ]

@ The following profiles are set up an this computer:

OutlookLive

Add... Remove | Properties | Copy...

When starting Microsoft Office Cutlook, use this profile:
" Prompt for a profile to be used

* Always use this proﬁle*"—-—-
Outlook-Live -

QK ‘ Cancel | Apply |
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Part V - Import into Outlook Live:

21.0pen your Microsoft Outlook desktop client. Go to Start - All Programs - Microsoft Office
- Microsoft Office Outlook 2007.

Morales Miguel

Microsoft Office Microsaft Office Tools 3

Internet Microsoft SQL Server 2005 Microsoft Office Access 2003
¢ Internet Explorer Mozilla Firefox 4 Microsaft Office Excel 2003
1 (T‘ E-mail Orade Connector For Outlook » @ Microsoft Office FrontPage 2003
~Z/ Micresaft Office Out QuickTime 3 Microsoft Office InfoPath 2003
g Orade Connector Real 3 @ Microsaft Office PowerPoint 2003
Cenfiguration Wizarg Roxio Easy CD Creator 5 » | [B] Microsoft Office Publisher 2003
Q CorpSystem Workpa Snagit 9 3 @ Microsoft Office Word 2003
Hanager Sports\Ware2009 » E Microsoft Office Access 2007
CL_‘ Remote Desktop Con SQLYML 3.0 3 [f;' Microsoft Office Excel 2007
Startup .4 I_E'_?,l Microsoft Office Groove 2007
B Notepad Test Delivery Management System  # g‘) Microsoft Office InfoPath 2007
\% S VIA || (@ Microsoft Office Onetiote 2007
: VideoLAN » || (G Microsoft Office PowerPoint 2007
\%‘ ICVERIFY Yahoo! Games » E, Microsoft Office Publisher 2007
A~ Acrobat.com @ Microsoft Office Word 2007
> E Adobe Reader 9 ﬂ Microsoft Office Outlook 2007
All Programs | ﬂv Apple Software Update

€ Internet Explorer
E:l Microsoft Default Manager

22.As Outlook opens the “Connect to sn1prdxxxx.mailbox.outlook.com” dialog box appears.
Enter your Outlook Live User name which is your full email address (e.g.,
yourusername@hbu.edu). Finally, enter your Outlook Live password and click OK.

Connect to sn1prd0202.mailbox.outlook... |_

_ﬁm\ \(E

Connecting to sn1prdd202. mailbox. outlook. com
User name: |ﬁ jfaculty@hbu.edu v|
.
Password: | sesses ." |
[ oK [ Cancel ]

Page 12 of 26



l gn Microsoft*

... 0Outlook Live

Migration Instructions for All Users

23.Microsoft Outlook 2007 opens and shows your Mail box with your information. At this point the
mailbox may be empty unless you have logged in previously during the preview period.

|~ Inbox - Microsoft Qutlook

! File Edit View Go Tools

Actions  Workpaper Manager Help

E.jﬂﬂEW - @ _"_‘I . &PReply (=8 Reply to All [} Forward ¥ .';'Fj -j Send/H
Mail « || Inbox
Favorite Folders % | Fe v| ¥

[ Inbox
O Unread Mail
L= sent tems

| Click here to enable Instant Search

Arranged By: Date

Mewest on top

Mail Folders *

£] All Mail Items -

= E4f Mailbox - Jane Q. Faculty
@ Deleted Items
L7 Drafts
[ Inbox
L_a Junk E-Mail
=] Outbox
L) R5S Feeds
=9 sent Items
= L3 search Folders

There are no items to show in this view.

24.We need to import the ocs-backup.pst file with the OCS information. Click on the File menu

and select Import and Export...

(> Inbox - Microsoft Outlook
:| Eile ¥ Edit G

View Go Tools Acions Workpaperi

Mew

Close All ltems
F,  Save As..

Save Attachments

Eolder

Data File Management.K
Import and Export...

Archive..,
FPage Setup
Print Preview

& o

Erint... Ctrl=P
Cached Exchange Mode

Exit

TESesT o

3

»

»

»

& Reply to All 5

.| Inbox

lick here to enable Ins

rranged By: Date

There are no items {
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25.The Import and Export Wizard dialog box appears. Select “Import from another program or
file”. Click Next.

Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds to an OPML file

Export to a file

Impart @ VCARD file ( vcf)

Import an iCalendar (ics) or vCalendar file (v
Impart from another program or file

Impart Internet Mail Account Settings

Import Internet Mail and Addresses

Import RS5 Feeds from an OPML file

Import RS5 Feeds from the Common Feed List

Description

Import data from other programs or files, induding
ACT!, Lotus Organizer, Personal Folders (PST),
database files, text files, and others,

-

<gack || Mext> ([::anoel |

26.Then, select Personal Folder File (.pst). Click Next.

Import a File

Select file type to import from:

Lotus Organizer 5.x
Microsoft Access 37-2003
Microsoft Excel 97-2003

Cutlook Express 4.x, 5.%, 6.% or Windows Mail
Personal Address Book

(>

Tab Separated Values (DOS)
Tab Separated Values (Windows)

=

-

| <Back || mext ::-{[ Cancel |
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27.Browse to the location of your “ocs-backup.pst” file; which should be located on your desktop.
Click on the Browse button.

Import Personal Folders

File to import
|itiI]I'| Data'Microsoft\Outookbadkup. pst | Browse., ..

Options

(%) Replace duplicates with items imported
() Allow duplicates to be created

() Do not impert duplicates

< Back ][ Mext = ][ Cancel

28.Go to your Desktop and select the “ocs-backup.pst” file. Click Open.

Open Personal Folders

Look in: |@ Desktop *—'—_ v| @ - | Xci &E-

@My Recent BMy Documents
Documents {i My Computer

@ Desktop My Network Places

() Shares
Ly

Documents ] oes-backup.pst *—.—-—-

— My
d Computer

‘d My Network
Places

File name: || v |

Files of type: |Personal Folders Files (*.pst) b |

-
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29.Then, from the Import Personal Folders dialog box, click Next.

Import Personal Folders

File to import
|.'tings \mmorales\Desktopocs-backup. pst | [Browse... ]

Options 5‘/
(%) Repla plicates with items imported

) Allow duplicates to be created
(") Do not import duplicates

< Back ][ Nexﬁfﬁanc&l ]

30.From the following screen select Personal Folders from the list to import from. Make sure
that the “Include subfolders” check box is checked. Also that the “Import items into the
same folder in:” radio button is selected. Finally make sure that the “Mailbox — Your Name”
appears in the dropdown field. Click the Finish button.

Import Personal Folders ['X|

Select the folder to import fram:
EF=Jrersonal Folders

85 Contacts
(&l Deleted Items
3 Drafts

s

A Important emails w
Indude subfolders €
() Import items into the current folder

(%) Import items into the same folder in(
|Mai||:u:|x - Jane Q. Faculty ‘ w

| <Back || Finish ([:'ucel |
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31.The import process will begin and may take from a few minutes to several hours, depending on
your mailbox size. Now you see that your mailbox appears with all your emails, calendar
entries, tasks, etc.

(, Inbox - Microsoft Outlook

EEiIe Edit Wiew Go Tools Acdions Workpaper Manager Help

Zpl New - ugb .\3 >< ._%Beply c@ Reply to All ;.5 Forward ED V @: —_41 Send/Receive ~ | [l Searchaddressbooks  + |
Mail « || 2 Inbox test email 1 /
Favorite Folders -3 .

— | P -] Miguel A, Morales, MBA, MIS [mmoral
b= Il'jlbOX " |Click here to enable Instant Search | Sentt Tue 7/20/2010 2:43 PM
O Unread Mail
Lj Sent Items Arranged By: Date Mewest on top — | Jane Faculty
Mail Folders 3 .
=) Tuesday test email 1
L] All Mail Items
— =] Miguel A, Morales, MBA, MIS Tue 2... .
= €6 Mailbox - Jane Q. Faculty e Miguel A. Morales, MBA, MIS
&) Deleted ltems -~ ITS Manager of Applications Services
L7 Drafts ‘/: = oider Houston Baptist University
[ Important emails 3 Miguel Morales, MBA. MIS 8/14/2009 7502 Fondren Rd.
=) Inbox nauel Moreles | A MIS 8/14/ Houstan, TX 77074
[ g Junk E-Mail frElcome to HEL 281-649-3049 (w)
(=) Outbox = Bill Sisk 1/9/2009 713-416-0419 (c)
[ Personal emails Canceled: New Event from facul... ! mmorales@hbu.edy
| Quarantine (=1 Bill Sisk 1/9/2009
LE] RSS5 Feeds Canceled: Bill's test meeting to J... ¥
=1 Sent Ttems =1 sisk 1/9/2009
L1 Sent Messages Accepted: New Event from Jfaculty ...
| Templates . i
H LA Search Folders a S_ISK 1/9/2009
Accepted: New Event from Jfaculty ...
i3 sisk 1/9/2009

Important: Wait for your computer to finish synchronizing with Outlook Live. Look at the status bar at
the bottom right corner of Outlook 2007 for a folder synchronization message. If this message says
“Updating this folder” or even “This folder is up to date,” the process has not completed.

This folder is up to dMConnected to Microsoft F_xchangei—‘

Once the process is complete you will see a message which says “All folders are up to date.” When
the status bar looks like the image below.

All folders are up to datﬁunneded to Microsoft Exchange =
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Add Archived Emails:

32.Archiving in Outlook Live will be a manual process. You will have to create a new Folder (or
Folders) in the Outlook Live account to keep old or archived emails. In Outlook 2007, from the
left pane, right-click your account name and select New Folder...

Mail Folders 2 o=l
27 An maail ItV -
= =5t Mailb Jane Q. Faculty
= @ Deleted Items ? Cpen
| Drafts Open in Mew Window
_d Important emails
[ Inbox ale Rename “Mailbox - lane Q
L_g" Junk E-Mail 4 MNew Folder...
U= Outbox
3 Personal emails Add to Favorite Folders

L3 Quarantine Process All Marked Headers
L) R55 Feeds

=% sent Items

[ Sent Messages Open Other Folder »

[ Templates -
= [ search Folders .
Change Sharing Permissions...

Process Marked Headers

';2?‘ Properties for "Mailbox - Jane Q. Faculty...”...

33.Type the name of the folder you are creating to store you’re old archived folders. In this
example the name of the folder is “Arch Folder”. Make sure that from the list of places below,
your account name is selected. Click OK.

Create Mew Folder

Mame: )

|.-5\.rch Folder| ‘i'-f |

Folder contains:

|Mail and Post Ttems ~ |

Select where to place the folder:
—
BiaF Mailbox - Jane Q. Facultyr

o

[ Ok ([ cancel |
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34.The newly created folder appears in the folders list.
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Mlail Folders
O A Mail Therns

= 5t mMailbox - Jane Q. Faculty

[ d Arch Fo

= &) Deleted Items

LLF Drafts

[ d Important emails

L= Inbox

Lz Junk E-Mail
= outbox
L d Persomnal emails

L Qwuaran

LED RSS Feeds

=5 sent Ite

[ i Sent PMessages
[ d Templates
=l L& Search Folders

=T

—

Ider -

tine

ms

35.From the left pane select the folder where you want to import the archive folders. Make sure

you see on top of the middle pane the name of the selected folder.

4

[Z5 Arch Folder | ——

Fawvorite Folders =

[ Inbox
M Unread Mail
L= sent Items

| P -]

| Click here to enable Instant Search

Arranged By: Date Mewest on top

There are no items to show in this view.

Mail Folders ES
[~

2] an mail stems

2 4 Mailbox - Jane Q. Faculty

3

= & ms
L.# Drafts
| Important emails
L3 Inbox

L@ Junk E-Mail

36.From the File menu select Import and Export...

icrosoft Outlook

(> Inbox -
:| File"WEdit Wiew Go

Tools Actions Workpaper#
H Rlew b & Reply to All £ f
B Close All Ttems F—
. : L | Inbox
ML Sawve As...
£
Sawve Attachments »
Click here to enable Ins
Folder »
rranged By: Date
Il Data File Managemer‘lt...( There are no items {
Import and Export...
Archive...
Page Setup »
&, Print Preview
d= Print.. Ctri=P
Cached Exchange Mode »
Exit
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37.The Import and Export Wizard dialog box appears. Select “Import from another program or

file”. Click Next.

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import & YCARD file (.wcf)

Import an iCalendar (ics) or vCalendar file (v

Import from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RS5 Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Import data from other programs or files, induding
ACT!, Lotus Organizer, Personal Folders (.PST),
database files, text files, and others,

.l

< Back [ Mext > ([Cancel

38.Then, select Personal Folder File (.pst). Click Next.

Import a File

Select file type to import from:

Lotus Organizer 5.x
Microsoft Access 97-2003
Microsoft Excel 97-2003

Personal Address Book

Tab Separated Values {(DOS)
Tab Separated Values {Windows)

Outlook Express 4.x, 5.x, 6.x or Windows Mail

o

€|

o

[ <Back [ mext ::{E Cancel |
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39.Now let’s browse to the location of your “archive.pst” (or Personal Folder) file; which is a local
file. Click on the Browse button.

Import Personal Folders E|

File to import
|ati|:|n Data'Microsoft\Outookbadkup. pst | Browse,..

Options

(%) Replace duplicates with items imported
() Allow duplicates to be created

() Do not impert duplicates

A
U
-

< Back ][ Mext = ][ Cancel

40.Go to “C:\Documents and Settings\username\Local Settings\Application
Data\Microsoft\Outlook” (or the location where you save your archive folders) and select the
“archive.pst” (or Personal Folder) file. Click Open.

Open Personal Folders

Look in: |&j Outlook v‘ @ -0 X Chi B -
@ My Recent Mame Size  Type Date Modified
LTS | 65KE Mirosoft Office Ou...  §/20/2010 4:13
@ Desktop Hﬂﬂuﬂnnk‘pst 265KE  Microsoft Office Ou...  7/20/2010 3:35
ay
Documents
p d My
Computer
‘d My Netwark
Places
< | @
File name: | w |
Files of type: |Personal Folders Files {*.pst) V|
o=
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41.Then from the Import Personal Folders dialog box, click Next.

Import Personal Folders

File to impart
||h'on DaiaWicrosoFt‘n,Ouﬂook‘.,ard‘nive.pst| [Browse... ]

Options

(%) Replace duplicates with items imporhed*"—
() Allow duplicates to be created
() Do not import duplicates

e
o o o ]

42.From the following screen select Archive Folders (or Personal Folder) from the list to import
from. Make sure that the “Include subfolders” check box is checked. Also that the “Import
items into the current folder” radio button is selected. Click the Finish button.

Import Personal Folders

Select the folder to impart fram:

= &) Archive Folders =" ~

A Arch Folder

] calendar B
{5 Deleted Items
[ Drafts
“ 3 Important emails W

ndudg subfolders
@ ﬁr

titems into the current folder
(") Import items into the same folder in:

P

[ <Back || Finish'{[ Cancel |
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43.The import process will begin and may take from a few minutes to several hours, depending on
your archive folder size. Now expand the newly created folder using the [+] icon and verify
that all your archived emails, calendar entries, tasks, etc. are in this folder.

Mail Folders

S

| Persanal emails

J (=) Older
L2 Al Mail Items v | e
~ L[ sisk 1/9/2009
= téﬂ Mailbox - Jane W' Canceled: Bill's test meeting to ... !
24 Arcg F|°'td‘:'j"1t 0 studentjq@hbu.edu  10/2/2006
[ Deleted ltems Re: testing email from Apple's Mai...
[ Inbox 1
(3] Deleted Items = Trent Carroll 10/2/2006
(7| Drafts RE: this is a test from Alan’'s Mac
1 Important emails =i tearroll@hbu.edu 10/2/2006
L_] Inbox Auto Reply: this is a test from A... 1]
Lg Junk E-Mail (=i tearroll@hbu.edu 10/2/2008
=] Outbaox Auto Reply: this is a test from A, @

| Quarantine
L) R55 Feeds

44.Repeat the process for other Personal Folders if you have to. It will take some time for
Outlook 2007 to synchronize the newly created folder with the Outlook Live server. From now
on, you will manually archive the old emails by moving them from the Inbox to the Arch Folder.
In the Outlook Live web client you can easily drag the emails to this folder. Don’t close
Outlook 2007 yet.

45. Open a Browser, go to http://www.outlook.com and login again to your Outlook Live Web
Client account. After successful login you can see that the Migration Process was successful.
Now you are ready to use your Outlook Live Web Client!

a [ Favorites
L3 1nbox
& Urread Mail
=3 sent Items

“1 Jane . Faculty
L= Inbox
3 Arch Folder
A Important emails
3 Personal emails
A Quarantine
[J Sent Messages
[ Templates

[ Drafts

[[=3 sent Items
lo | Motes

[@ Junk E-mail

> &) Deleted Items
[ RsS Feeds

- & search Folders

=4 ™ail
i
8=| contacts

g Tasks

Calendar

-

A/

Inbiox

EArMew ~ | K v Mowve <

Arrange by: Date -

v J Special Account Instructl(

Helpdesk.

e

(= test email 1
Miguel A. Morales, MBA, MIS

» [y welcome ta HELI
Miguel Maorales, MEA, MIS
+ [y Bill's kest meeting to JaneQ
Bill Sisk; sisk
> J Mew Event from JFaculty to Bsisk
sisk.
(=3 testing email from Apple's Mail dient
studentjg@hbu, edu
=y testing email from Apple's Mail dient
Jane Q. Faculky
» [ this is & test From Alan's Mac
Trent Carroll

—3 gutn Benbe: Ber dubo Benle: this

Filter = Wigw =

o .

wesk on Top =

Tue 5710

7}20j2010

8f14/2009
) 192009

192002
10/2{2006
10/2{2006

10{2j2006
10

)

¥

-

[£5)

Ciptions
23

Special Account Instructions

= Helpdesk [helpdesk @hbu.edu] / ] Actions = [H

Inbox, Arch Folder [2], Deleted Iterns [14] Tuesday, August 10, 2010 2:42 FM
To: # Jane Q. Faculby
Categories: [| Red Category

Special Account Instructions

for jfaculty@hbu.edu:

This message was sent to jfaculty@hbu, edu,

On Monday, August 16%, HETT will begin using
Microsoft Cutloclk Live for its email system. At
this time HBETT Information Technology Services is
unable to match this emad account with a
particular user, If this email address iz still needed

please reply to this emadl (help deski@hbu. edu)
and provide the following information:

1 hry 14 £ bk cl

©

Collapse &l Mewest on Top

-

Page 23 of 26


http://www.outlook.com/

ﬁn Microsoft* .
2. Outlook Live

Migration Instructions for All Users

T ) Jane Q. A
Outlook'WebApp Mail~  Office- More~ |
Calendar Options =9
< 2010 ¥ ﬁ MNew ~ (23 - :@ Share ~ Today :ﬁ Day ﬁ Work Week ﬁ Week 'ﬁ Month Q I_% -
Jan Feb Mar < » August, 2010
Apr May Jun Sunday Monday Tuesday Wednesday Thursday Friday
ul Aug Sep Aug 1 2 =3 4 =D [ 7
oct Nav Dec Test meeting; H300 Test Lunch; Mexican Test meeting; H300
4 My Calendars r/
B Calenda 8 9 10 11 12 13 14
Double-click to add an event. L
15 16 17 18 19 20 21
22 23 24 25 26 27 28
=] Mail
iﬁ e 29 30 31 Sep 1 2 3 4
Migrosofy : Jane Q. Faq
Outlook'WebApp Mail~  Officex More~ | N
Contacts Options (G
Show: BAnew ~ | X (25 - view * | & "j ‘ﬁ I_% Forward
@ Al P - %  Smith, John
© Peaple Arrange by: File as - Aontop - Iggcﬁtglrﬁssuciates
) Groups Smith, John John Smith fismith@
4 My Contacts / s (281) 980-0000
S| Contacts
Doctaor
Medical Assocates
=] raail
= calendar
% Contacts

46.Delete the new Outlook Live Profile. Make sure that Step 31 shows that All Folders were
updated. Important: As soon as you confirm a successful migration from OCS to Outlook Live
and verify that all your emails, calendar entries, tasks, etc., are available in the new email system,
we strongly recommend you remove or delete the new Outlook-Live profile from your
computer system. The following instructions show you how to remove the profile:
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Close Outlook 2007. Click the Start button - Control Panel.
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Morales Miguel Angel

' Internet ‘_) My Documents
[ Internet Explorer
el . 5 My Recent Documents
y— E-mail
LISTT i .
Microsoft Office Qutiook —3 My Pictures
/._,% Oracde Connector =] My Music
[=q Configuration Wizard =/
CorpSystem Workpaper g’ S ST
- Manager

% Remote Desktop Connection

@ Motepad Set Program Access and
Defaults
= it
ﬁ_ ICVERIFY Multi User g Print=rs and Faxes

> )| Help and Support
ﬁ_ ICVERIFY o)

All Programs D =7 Run...

g My Metwork Places

- control Panel

p Search

@| Log OFF |6 Shut Dow

47.Control Panel opens. Click on Mail.

B Control Panel

File  Edit

O Back

View Favorites Tools Help

d 1@ pSEErch H__:‘ Folders v

Address E} Control Panel

E’ Control Panel 6; i Eﬁ

Options Remov...

e—y - J -

=7 e -

Folder Options Fonts Game
& Windows Update Controllers
@) Help and Support iE‘_
Metwork
Connections

E-mail Accounts

Accessibility Add Hardware Add or

@

Ty Setup e-mail accounts and directories. E-mail Accounts. ..
S
Data Files
4=, Change settings for the files Outlook uses to Data Files. .. I
&ﬁ store e-mail messages and documents.
Profiles ~
Setup multiple profiles of e-mail accounts and Show Iﬁl:s

data files. Typically, you only need one.

Close I
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49.The Mail configuration box appears. It shows both the OCS profile and the new Outlook-Live
profile. Select only the new “Outlook-Live” profile and click the Remove button.

it =

General ]

@ The following profiles are set up on this computer:

QC5
Cutook-Live

Add... | Remove | Properties | Copy... |

When starting Microsoft Office Outook, use this profile:
" Prompt for a profile to be used
+ Always use this profile

Outlook-Live LI

Ok I Cancel | |

50.Then the following dialog box appears. Click Yes to confirm Removal. Click OK to exit the
Mail window.

Microsoft Office Outlook X

\_?/ Are you sure you want to remoyg this profile from the system?

Mo |

51.Finally, make sure your Internet Explorer Browser is ver. 7, if not ask the helpdesk to get the
upgrade.

For more information contact ITS at helpdesk@hbu.edu or call x.3410

By Miguel Morales

ITS Application Services Manager
x.3049

mmorales@hbu.edu
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