Transferring Folder Structure, Calendar and Contacts from
email.utoledo.edu to rockets.utoledo.edu

Since only messages in the old email.utoledo.edu system have been transferred to the new
rockets.utoledo.edu email system, the following process needs to be followed if a complete transfer is

desired.

1) Microsoft Exchange must be utilized to make this process as simple as possible.

2) In Microsoft Windows Vista, go to Control Panel and Click on “User Accounts”
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3) Click on “Mail”
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4) Click on “Show Profiles...”
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E-mail Accounts
Setup e-mail accounts and directories. E-mail Accounis. .. |
Data Files
4, Change 5E1_:h'ng5 for the files Outlook uses to Data Files. .. |
store e-mail messages and documents.,

Profiles

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




5) Click on “Add...”

B Mail ()

General |

;g The following profiles are set up on this computer:

Add...

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

E

oK Cancel | Apply |

6) First we will create a profile for your old email.utoledo.edu account. Enter a recognizable name and
click “OK”

M New Profile ()

{
Ll Create New Profile

-

Profile Mame:
Email. Utoledo|




7) Check the box that states “Manually configure server settings or additional server types and click

”NeXt”
Auto Account Setup T\,I"—
Your Mame: | |

Example: Barbara Sankovic

E-mail Address: | |

Example; barbara@contoso, com

Password: | |

Retype Password: | |

Twpe the password your Internet service provider has given you,

[¥|Manually configure =erver =ettings or additional server types:

<Back || mext> | [ Ccancel




8) Choose “Microsoft Exchange” and click “Next”
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j Add Mew E-mail Account

Choose E-mail Service

" Internet E-mail

Connect to your POP, IMAP, or HTTP server to send and receive e-mail messages.

@) Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.
| Dther

Connect to a server type shown below,
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< Back H Mext = ]I Cancel




9) Type in “msg00cv00.utad.utoledo.edu” in the “Microsoft Exchange server” field and then type your
UTAD username in the “User Name” field.
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M Add New E-mail Account (S

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Micrasoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server:  |msg00cv00.utad. utoledo.edu
Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mailbox name
iz usually your user name,

Lser Mame: | Chedk Mame

Mare Settings ...

10) You will be prompted to enter your utad username and password. Enter username in the format:

utad\username. Enter your password and click “OK”
E‘ Connect to msglovll.utad.utoledo.edu @

iR

Connecting to msg00cv00, utad. utoledo.edu

User name: | -
Password:

[] Remember my password

o) (o)




11) Your email.utoledo.edu Exchange profile has been set up

Congratulations!

You have successfully entered all the information required to setup your
aocourt.

To dose the wizard, dick Finish.

<Back | Finish |

12) Repeat step 4, but this time type in a recognizable Profile Name for your new rockets.utoledo.edu
email account.

@ Create New Profile E

Profile Mame:
Rockets.Utoledo |




13) This account will automatically be setup through Outlook.com, no manual configuration required.
Enter your name and enter your email address in the format username@rockets.utoledo.edu.

-

-

j Add Mew E-mail Account [we5]

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: Enter Name

Example: Barbara Sankovic

E-mail Address: username @rockets, utoledo,edu

Example: barbara@contoso. com

Password:

Retype Password:

Type the password your Internet service provider has given you,

Manually configure server settings or additional server types

14) When the following box pops up, check the box and hit “Allow”

-

j Microsoft Office Outlock @

rl  Allow this website to configure rbonita2@rockets.utoledo.edu
} server settings?

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

Your account was redirected to this website for settings.
You should enly allow settings from sources you know and trust.

V' |Don't ask me about this website againi

Allow ] | Cancel




15) Enter your rockets.utoledo.edu email and password. Username is to be entered in the format

username@rockets.utoledo.edu.

P "

M Connect to BLZPRD0102.mailbox.outlook.c...
IIF 3"‘

i
A

Connecting to BL2ZPRDO102. mailbox. outlook. com

User name: 7| -

Password:

[ Ok, ] [ Cancel

16) The “Add New E-mail Account” window will show a successful connection.

[

M Add New E-mail Account

Congratulations!

Configuring

Configuring e-mail server settings. This might take several minutes:
+"  Establish network connection
"  Search for rbonita2@rockets. utoleds. edu server settings
‘/ Log on to server

[ Manually configure server settings

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

<Back |

Finish

{ [ Cancel




17) The finished “Mail” window should look similar to the following:

B Mail

General I

-

@ The following profiles are set up on this computer:

Email.Itoledo -
Rodkets.Utaoledo

Remove Properties Copy...

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

Email . Utoledo ;I

oK Cancel | sy |

18) Open Outlook and choose the email.utoledo.edu profile.
Choose Profile

Profile Mame: |Email. Utoledo| IE‘

K | [ Cancel ] [gpﬁnns =




19) Enter your utad username and password. Username in the utad\username format.

Connect to M5G01CVO6.utad.utoledo.edu

7 .

Connecting to M5G01CY06. utad. utoledo.edu

User name: € utad\username] - Ll

Password:

Remember my password

20) Go to File > Import and Export...
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21) Click on “Export to a file” followed by “Next”

Choose an action to perform:

Export RS5 Feeds to an OPML file

Import & VCARD file (ivcf)

Impart an iCalendar (.ics) or vCalendar file { ves)
Impart from another program or file

Import Internet Mail Account Settings

Impart Internet Mail and Addresses

Import RS5 Feeds from an QPML file

Import RS5 Feeds from the Common Feed List

Description
Expart Qutook information to a file for use in other
programs.

<gack || mext> | [ Cancel

22) Click on “Personal Folder File (.pst)” followed by “Next”

Create a file of type:

Comma Separated Values (DOS)
Comma Separated Values (Windows)
Microsoft Access 97-2003
Microsoft Excel 97-2003
Personal Folder File {.pst]

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

< Back ][ uext>][::ancel




23) Select “Mailbox — “ check “Include subfolders” and click “Next”

Select the folder to export from:

= & -

Calendar

|85 Contacts

@ Deleted Items

7| Drafts [1]

= E Inbox

[ Rermedy
0aur

(ﬂ Journal

FR hunl E_rail Sl

Incude subfolders

| <Back | mext> | [ Concel |

24) Click “Finish” folder will be located in default location. If this is not desired, choose a rememberable
location to save the pst file for use later.

Save exported file as:
1ata\LocalMicrosoft\Outiook\backup.pst | Browse. .. |
Options
Replace duplicates with items exported
71 Allow duplicate items to be created
(7) Do not export duplicate items

<gock | Finsh | [ cancel




25) Name the personal folders and click “OK”
Create Microsoft Personal Folders

Eile: C:Wsers\Administrator\AppData\Local\Microsof
Mame:  |Email Utoledo

Format:  Personal Folders File

Password
Password:
Verify Password:

[ save this password in your password list

[ Ok, ] [ Cancel

26) Open Outlook once more, but this time choose your rocket.utoledo.edu Profile. Click “OK”
Choose Profile

Profile Mame: Rockets.Utoledo E

[ QK ] [ Cancel ] [Qpﬁuns gy

27) To authenticate enter your username in the format username@rockets.utoledo.edu, followed by
your password. Click “OK”

Connect to BLZPRD0102.mailbox.outlook.com

| F {3I‘
i

A

Connecting to BLZPRDO102.mailbox. outiook. com

User name: €} Username@rockets.utoled ¥

Password:

Ok | [ Cancel

28)



29) Once logged in to your rockets.utoledo.edu exchange account, go to File > Import and Export...
30) Choose “Import from another program or file.” Click “Next.”

Import and Export Wizard

Choose an action to perform:
Export RS5 Feeds to an OPML file
= Expart to a file

vf Impart & VCARD file (wcf)

Impart an iCalendar (.ics) or vCalendar file { vecs

rt from another program or file
Impart Internet Mail Account Settings
Import Internet Mail and Addresses
Import RS5 Feeds from an QPML file
Import RS5 Feeds from the Common Feed List

Description
Import data from other programs or files, induding

ACT!, Lotus Organizer, Personal Folders ((FST),
database files, text files, and others.

<gack || next> | [ cancel

31) Choose “Personal Folder File (.pst)” and click “Next”

Import a File

Select file type to import from:

Lotus QOrganizer 5.x -
Microsoft Access 97-2003

Microsoft Excel 37-2003

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

Personal Folder File (. pst)

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

<Back || mext> | [ Cancel




32) Keep the default file selected, or use “Browse...” to retrieve your saved pst file. Click “Next.”
Import Personal Folders

Eile to import

1ata\LocalMicrosoft\Outiook\backup.pst | Bronse... |

Options

@ Replace duplicates with items imported
(") Allow duplicates to be created
(7 Do not import duplicates

33) Select the email.utoledo.edu highest level entry and make sure the radio button to “Import items
into the same folder in “Mailbox — Your Name” and click “Finish”

Import Personal Folders

Select the folder to import from:

= @ Email.Utoledo -
1 Calendar E
%3] Contacts
@ Deleted Itermns
3 Drafts i
N

Indude subfolders

(7 Import items into the current folder
(@ Import items into the same folder in:

|I'~"Iai|bux - (Student) |E||

| <Back || Finsh | [ cancel |

34) Everything should transfer over. You can then go back into the Mail section and delete your

email.utoledo.edu profile and begin to use your new email box with all your previous information
intact.



