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Migration Guide for Microsoft Outlook 2007
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Prerequisites for migration

v" The source Exchange account that is being migrated from is still active as an
email account in Outlook.

v' The WS Mail account for the user is also active, but not yet added as an account
in Outlook.

Microsoft Exchange

Microsoft Exchange is a collaborative and messaging software product that uses a
proprietary RPC protocol to communicate with supported email clients. To date, the
emalil clients able to interact with Exchange’s advanced features are Microsoft Outlook,
Novell Evolution and Entourage for Mac (partial support). Mailboxes on an Exchange
Server can also be accessed through a web browser, which is known as Outlook Web
Access (OWA).

Note that email (not contacts, calendars, notes and tasks) hosted on the Exchange
Server can also be accessed using common POP3 and IMAP4 clients, such as Mozilla
Thunderbird and Lotus Notes.

If Webmail/lOMA is the only access method used for a particular user, we recommend
using an Outlook client to migrate the mail, as documented below.

There are 5 key components that can be migrated from an Exchange Server account to
WS Mail using Microsoft Outlook. They are:

e Email

e Calendar

e Contacts (aka Address Book)
e Tasks

e Notes

After migration, Email, Calendar, Contacts and Tasks can be synced using the
‘WebSync’ Outlook plug-in, if desired. If WebSync is installed, the above components,
excluding Notes, will be available using WS Webmail and Outlook. Notes are only
available in Outlook.
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We strongly recommend printing of this document before beginning the
migration steps.

Making a separate copy of Exchange mailbox data

0 On the File menu, click Import and Export. Click Export to a file and
then click Next.

Import and Export Wizard —

; Choose an action to perform:

iport RSS Feeds to an OPML file
Emrt:naﬁbe
Import 3 VCARD file (. vef)
Import an iCalendar (.ics) or vCalendar file (,ves)
Import from another program or file
Import Internet Maill Account Settings
Import Internet Mai 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.

cpack  |[_next> ] [ concel |
e —

o Click Personal Folder File (.pst), and then click Next.
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Export to a File - -

Create a file of type:

Comma Separated Values (DOS)
b ,r’ r Comma Separated Values (Windows)

b Microsoft Access 97-2003

Microsoft Excel 97-2003
Tab Separated Values (DOS)
Tab Separated Values (Windows)

| <Bock [ Mext> | [ cancel |

== = ——

0 Select the top-level Exchange mailbox folder. This folder contains all the
items, including mail folders, notes, calendar, etc. For instance, if your
name is Scott Adams, the Mailbox folder may be labeled as ‘Mailbox —
Scott Adams’ or simply ‘Mailbox’.Be sure to check the checkbox for
Include Subfolders and then click Next.
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Export Personal Folders - - w

: Select the folder to export from:

B @ Mailbox - Scott Adams
& 24 Calendar
@ 83 Contacts
@ Deleted Items
L7 Drafts [20]
L) Inbox (32)
.ﬁ Journal
L@ Junk E-mail [23] "
h;_] MNotes
WAl T

e sbflders

»

m

-

| <Beck [ _Next> | | Concel |

0 Near the Save exported file as field, click on the Browse...button. Select
a known location (such as My Documents) and enter a descriptive
filename in the File Name field, such as ‘Exchange Mailbox.pst. Click OK.

[~ Open Personal Folders —- l e
%’-l L b Misc » - |¢j L| Secrch o)
s & -
Favarite Links MName Date modif... Type Size
E Documents B Documents
3 Removable Disk (G)
|
B Desktop
| Recent Places
W Computer
|
i
Folders ~
File pame: Exchange Mailbox.pst -
Save as type: | Personal Folders Files (" pst) -
i
. Hide Folders Tookk ~ [ 0K | [ Concel |
—  ——
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o0 Click Finish in the Export Personal Folders window.

Export Personal Folders - ﬁ
Save exported file as:
nas\Desktop\Misc\Exchange Mailbox.pst
Options

i@ Replace duplicates with items exported
™) Allow duplicate items to be created
() Do not export duplicate items

[ < Back “ Finish ][ Cancel ]

S E e e ™
o0 A Create Microsoft Personal Folders window will appear. You may
optionally enter a Password (and Verify Password) to help secure your
data. For simplicity, the steps documented below assume no password
has been added. Click OK.

Create Microsoft Personal Folders ﬁ

Eile: C:\JsersiThomas \DesktopMisc\Exchange Mailb
Mame: |Personal Folders

Format: Personal Folders File

Password
Password:

Verify Password;

[| save this password in your password list

[ aK ][ Cancel ]

o Outlook will display progress messages as it traverses the folders. This
may take an extended period of time, depending on the available
bandwidth and/or the amount of data.
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Microsoft Office Outlook

o7l -

Exparting Tnbox’

| — | Cancel

12 Minutes Remaining

o0 When the file compilation is complete, copy the target file to another
location (preferably on a separate workstation/server) to ensure you will

retain a full unaltered backup. We suggest burning to CD or DVD, if
possible.

Enabling use of the exported data file

o Click on File, then Data File Management. If not already selected, click
on the Data Files tab. Click the Add button.
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wAod... @ S Set P &= ’
[ Hame Filename Comment
| —
| Maibox - Scoft Adams Nt avadabie Defal |

Select a data file in the lst, then dick Settngs for more detads o dick Open Folder to display the Tell Me More. ..
Folder Bhat contains the dats fle, Ta move of copy thess fles, you must first shut dowan Ouliosk.

—

0 Choose the Office Outlook Personal Folders File (.pst) option and click
on the OK button.

o ——
New Outlock Data File [

Types of storage:

Dutluuk 97-2002 Personal Folders File { pst)

Description

Provides more storage capacity for items and folders.
Supports multiingual Unicode data. Mot compatible with
Cutlook 97, 98, 2000, and 2002,

o0 Browse to the location where the .pst file was created, select it and click
OK.
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[~ Create o Open Outlook Data File et
@’ 1w L v Misc » - | 43 || search P |
- . Mo Falder
Favarite Links Name Date modif... Type Size
B Documents [Ijl;:ccumenls I |
L h Mailbowpst
3 Removable Disk (G) ange P
B Desktop
| Recent Places
M Computer
Folders -~
File pame: Exchange Mailbeox.pst -
Save as type: |Personal Folders Files (".pst) - |
= Hide Folders Took - I_ ok | [ Cimﬂ'_]
hﬁ

0 A Personal Folders dialog box will appear. Just click OK.

Personal Folders M

General

1

Mame: |H!mﬂﬁlh= |

Filename: C:WUsers{Thomas\Desktop\Misc\Exchange Mailbox.ps

Format: Personal Folders File

Changes the password used to access
[Change Password. .. ] the personal folder file

] Reduces the size of your personal

| Compact Now folder file

Comment

Lok [ Camed [[ oy




WORLDSMART

o The file will be loaded and you'll see it listed as a data file. Click Close on
the Account Settings window.

[ Account Sattings g

Data Files
Cuitlook Data Fies

Ty Add.. 5 setings.. @ SetasDefaut X Remove (%) Qpen Folder..,

Hame Flename Comment
Mailbay: - Scott Adams Mot avaiabis Default i
Personal Folders Exchange Maibox,pst in Ci\UisersThomas \Desktop Misc

Salect a data fle in the kst, then dick Settngs for more detads o cick Open Folder to display the ';[eIMeMme 1
folder that comtains the data file, To move or copy these fles, you misst first shut down Outiook. |5 ttncinin sl

o Inthe Mail Folders list in Outlook, you should see the new folder listed.
You may expand the view and click on the Inbox (and subfolders) to
ensure your mail items are included

Adding your new WS Mail account

Please refer to the WS Mail Client Configuration Guide for instructions on how to add
your new account to Outlook.

Setting WS Mail as your default account

o Inthe Account Settings window, click on the Data Files tab. Highlight the recently
added Personal Folders (.pst file) entry and click on the Set as Default button.

10
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Ty Add.. 5 setings.. @ SetasDefaut X Remove (%) Qpen Folder..,

|h|u'r|! Flename Cosmment
| Wby - Scott Adams Mot availabis Default

Exchange Madhax.pst in C:{Users|Thomas Desktop s

Select a data file in the lst, then dick Settngs for more detads o dick Open Folder to display the
Folder Bhat contains the dats fle, Ta move of copy thess fles, you must first shut dowan Ouliosk.

o You will receive a message about saving files locally. Click Yes.

Mail Delivery Location e .

S5

4 You can configure Qutlock to save all e-mail messages locally on your
i h computer. All e-mail messages are removed from the Microsoft
Exchange and you can only access your messages on this computer.

We recommend that you do not select this option.

Do you want to store all e-mail on your computer only?

These changes will take effect the next time you start Outlook.

0 Click Close on the Account Settings window.
0 Restart Outlook.

11
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IMAP or POP3

When transitioning from other (non-Exchange) mail services with Microsoft Outlook, the
move is usually straightforward. For the easiest transition, we recommend that whether
previously using IMAP or POP3 for email server access, you continue to use the same

method. WS Mail supports both IMAP and POP3.

Please consult the WS Mail Client Configuration Guide for detailed instructions on how
to add your email account to Outlook.

Optional items

Default Inbox Assignment

If you wish Outlook to display your Inbox when started, follow these steps:

o On the Tools menu, choose Options.
o0 Click on the Other tab and choose Advanced Options.

12
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[ Options _ p— L7 ]
| Preferences | Mad Setup | Mad Fomat | Speling | Other | WabSync | Delsgates |
Gl
L [ ety the Dalated [tams folder Lpon exiting]

J [] Msioe Outiook the defsult program for E-mad, Contacts, and Calendar,
[ pefaitprograms... | | Advanced Optoes... |

Autodrchive i
i Manages malbox fre by delebng od ibems or moving them to an archive file
and by deleting expred items,
Oubicok Panes }

= s oot

.J_Ii| Customize pptions for the Cutiook Panes. [ Nexsgaton Pane... |

i Reading Pane... il
l] To-do B ...
I | Person Hames
& DEamiay orlns &IV net 1o @ Dol name
Dispday online Staks n e To and Ce felds ofly when mouss

DoribEr rEsts on & DErSon name

o0 Inthe General Settings area next to the Startup in this folder box, click
Browse.

13
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Advanced Options =
General settngs
Startup in thes folder:  Inbox
| o] Wimrm before parmanently debsbng items
[7] provide feedback with sound

[¥] Show Paste Options buttons
[ Lise Linicade Message Format when saving messages
1| 7] Enable logging (traubleshooting)
Enable InfoPath E<4al Forms
I || Sync RSS Feeds to the Common Feed List
|”] Ay BSS Feed jtem that is updated appears as & new ibem
Appearance opbons
‘ Date Mavagator: [_E_m_-r..__j 8 pt. Segoe U1
[#] When viewing Notes, show tme and date
Task worling hours per day: |8
Task working hours per jeek: |40
In &l Mcrosoft Office programs:
i| [Cl5how Developer tab in the Ribbon
[} Shew addn user nterface emors

Custom Forms.... |
Service Opbons. .,

[ o= J[mﬂ]u

o0 Inthe Select Folder dialog box, expand your new mail folder appropriately and
select the Inbox folder. Click OK to close the Select Folder window.

F

Select Folder

L2 [
Startin this folder:
¥ To-DoList [ ok |
(E:’@ Perzonal Folders
=] .@ sony@worldsmartmail.com
= =
[ Drafts
3 Mew Folder-Outlook
@ Sent
3 Spam
[ Trash
Eﬁ Search Folders

Cancel

o Click OK to close the Advanced Options window, OK again to close the Options
window.

14
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o0 When you start Outlook, you should see your Inbox displayed immediately.

Assigning the Sent Items folder

o Click on Tools and then Account Settings.

Account sertings I SRR . - e

E-mail Accounts
You can sdd of remove sn sccount. You can select an sccount and change it sattngs,

| E-mal | Data Fies | R5S Feeds | SharePoint Lists | Intemet Calendars | Publshed Calendars | Address Books |

o Hew... WERepar.. "Hchange.. @ Sotos[efadt W Repove £ 3
Mams Type

IMAP SMTP (send from this account by dafault)

Salpcted e-mal account delivers new e-mal messages o the folowing location:

sony@worldsmartmail.com| Inbaos
In data fie C:\,...\Exchange Hosting thalosony @worldsmar tmad. com-00000013.

o0 Select your new email account (IMAP/SMTP) and click on Change.

15
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FCWEMIMWM e Proo »=- e
Intermnet E-mail Settings
Each of these settings are required to get your e-mal account working,
User Information Test Account Settings
Your Mame: Sanches After filing cut the nformation on this screen, we
— recommend you test your arcountby ddang the ||
E-mad Address: sy B dsmar tmad com button below, (Fequires network connection)
Server Information | !
siocount Type: [MAP Lest i)
Incoming mail server: emad, workismar tmall. com
Quitgaing madl server {SMTP): | emad worldemartmad. com
Logon Information
Liser Name: sory @vwaridsmartmal com
Password: e
o Bemember password
|Reguire logon using Secure Password Authentication (SPA) | pore settngs ... |
[ het> | | cancel |

Click on the More Settings button and select the Folders tab. Make sure
the radio button selection is set to Choose an existing folder or create a
new folder to save your sent items for this account in option.

Expand the folder tree and select the Sent folder. Now click on OK to
close the dialog box.

16
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[z Settings [

General | Folders |Dutgning Server | Connection Aduan::ed|

(7 Save sent mail in the Cutlook Sent Items folder
Copies of your sent items for this account will be saved in the default
Outlook Sent Items folder,

(@ Choose an existing folder or create a new folder to save your sent
items for this account in

=9 sony@worldsmartmail. com Mew Eolder...

=03 Inbox
[j Drafts
{3 Mew Folder-Outloak
=
- Spam

----- {3 Trash

LI | ok || cancl ]H

o0 Click Next on the Change E-mail Accounts window, click Finish when
shown the Congratulations message and Close on the Account Settings
window.

Copying Previous Email Messages

You may copy previously received email into your new account. If you have multiple
sub-folders in your previous Inbox, you'll need to re-create each sub-folder under your
new Inbox.

To copy data from an old email folder to a new:

17
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0 Using the folder list in Outlook, click on the appropriate folder (i.e. Inbox) from the
old account.

0 Select the desired message, or to select all message in the folder, press Control-
A or click Edit and then Select All.

o0 Press Control-C, or click Edit and then Copy, to store the mail items in the
clipboard.

o Click on your newly created folder in your new account and press Control-V or
click on Edit and then Paste. The copying process will begin. Depending on the
number of messages, this may take some time.

Removing Previous Email Account

Depending on the transition plan for your organization, it may be desirable or necessary
to remove the previous account. Note that POP3 email is already stored locally and will
be accessible in Outlook after an account is removed. However, IMAP accounts store
messages on the remote server. If your previous account is IMAP and you wish to keep
email in a file accessible locally (in Outlook), you may need to follow the instructions
above to copy the email messages.

Note that when Exchange or IMAP is removed from the Outlook accounts list, the
messages and other items are still stored on the central mail server.

o Click on Tools, then Account Settings.
o If not already selected, click on the E-mail tab.
0 Select the Exchange mailbox, which is listed as ‘Mailbox — Username’ or
‘Microsoft Exchange'.
0 Once the folder is selected, click on the Remove button.

18
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'An:mmlfnenings -— _ =]

E-mail Accounts
You can add of remove an Account. You can select an sccount and change its s2ttings.

| Evmal | DataFies | R5S Feeds | SharePont Lsts. | Intemet Calendars | Published Calendars | Address Books |

o Hew... PeRepar.. "Fchange.. @ SetasDefmut ¥ Remove 4 &

Mamea Type
sony Eworldeman tmad, com IMAP SMTP [send from thes account by default)

=

Salpcted e-mal account delivers new e-mal messages o the folowing location:
HMailbox - Scott Adams|Inbox

;
0 A dialog box will appear asking you to confirm. Click Yes.
Account Settings - By u

@ Are you sure you want to remove the 'Microsoft Exchange' account?

Yes Mo

I

o Click Close on the Account Settings window.
o0 Restart Outlook, if prompted to do so.

Working with deleted items and an IMAP account

19
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When using IMAP for mail folder synchronization, items are first marked for deletion (by
default, Outlook puts a line through the item) and then purged by clicking on Edit-
>Purge.

It's often desirable to hide deleted items from view for IMAP accounts. When grouping,
deleted items are listed below all other mail items in a folder. The view setting is unique
to each folder.

o0 To hide or group the deleted items, Click on the IMAP folder you wish to change
(such as Inbox) in the Mail Folder area.

o Click on the menu item View, then on Current View. You'll see many options...
the most useful in this context are Hide Messages Marked for Deletion and
Group Messages Marked for Deletion.

: File Edit | View i o Tools Acdions Help Adobe PDF
B Mew - Arrange By * o All (g Forward -j Send/Receive ~ | [ =
Ea Archive to Current Miew k IMAP Messages
———————— "'i AutoPreview Hide Messages Marked for Deletion
Mail .
Expand/Collapse Groups * [« | Group Messages Marked for Deletion
Faworite Fold
- Havigation Pane ] MMessages with AutoPreview
Mail Folders
To-Do Bar 3 Last Seven Days
£ Al Mail Tte = v
- Reading Pane 3 Unread Messages in This Folder
= tﬁ Person = ? ?
fa Del Reminders Windaow sent To
e Dra Toolbars g Message Timeline
=] Inb )
L@ Jun «  Status Bar Cutlook Data Files
U= Ou Dafres 3 Customize Current View...
[l RS54 = -
L_I Sent ems = Define Yiews...
H (3 Synclssues Format Columns...

WebSync Outlook Plug-in

If you intend to use both Outlook and Webmail or need to use a shared address book
within your organization, you may download and install the WebSync Outlook utility,
which will synchronize your contact, calendar and tasks between Outlook and WS
Webmail.

20
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More information and instructions on WebSync installation are available at
http://wsaltl.wspbx.com/parse.php?file=html/english/help/sync.html.

Global and Shared Contacts

It may be desirable to browse and use global and shared contacts synchronized using
the WebSync plug-in. Often Outlook may not list these additional folders by default.
Follow the steps below so that the “Navigation Pane” lists these folders and so that the
contact lists will be used when Outlook searches for unknown names and addresses.

o Click on Contacts in the Outlook Navigation Pane. You should then see a list of
contacts under the Contacts header.

' Contacts «

| O] Al Contact Items -
| My Contacts 2|
| 8 Contacts 5

83 Global Contacts
84 Shared Contacts

| Current View

() Business Cards

O Address Cards

O Detailed Address Cards
{O Phone List

O By Category

O By Company

O By Location

) Outlook Data Files

»

0 Right click on the Contacts item and choose Properties. Click on the Activites
tab.

21
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Contacts Properties

General Home Page

Outlook Address Baook, | Ackivities Bdministration Forms
Folder groups:
Mame Folders
Journal Journal
Upcoming Tasks/appointrments Calendar; Tasks
Contacks Conkacks;Global Conkacts;s...
Mokes Mokes
E-mail Personal Folders
Al Tkems Personal Folders

Copy... ] [ Modify.. . ] [ Reset ] [ Mew. .. ]
Default activities wview: |.ﬁ.II Items " |

[ Ik l [ Cancel ] apply

0 Select the Contacts folder group and click on the Modify... button. Be sure that
Contacts, Global Contacts and Shared Contacts are all selected and click the OK
button. Click OK again to close Contacts Properties.

22
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View Title and Folders

ame: | Caontacks |

SRTIFEY Contacts
[+] &5 Global Contacts
[+ &5 shared Contacts
[1%a) Deleted Items (10
L7 Drafts [2]
L) nbox
1 48 Journal
[l g Junk E-mail
o | Motes
CILS) outbos
] Rr55 Feeds
L= sent Ttems
[ 5vnc Issues
(12 Tasks

—_ A - ' ' '

b
Search subfolders Clear Al

Searching in 3 folders:
Global Contacts; Shared Contacks; Contacts

(>

[ Ok l [ Cancel ]

o On the Navigation Pane, right click on Global Contacts, choose Properties and
click on Outlook Address Book tab.

23
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Global Contacts Properties

| General || Home Page |
COutlook sddress Book, | Activities | Administration | Forms |

3; Global Contacts

[«]=how Ehis Folder as an e-mail Address Bool
Mame aof the address boak:
|GI|:|I:uaI Contacks

[ Ik H Cancel ][ Apply ]

o0 Make sure the checkbox is selected for Show this folder as an e-mail Address
Book. Click OK.
o Follow the same steps for Shared Contacts.

24
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