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1) Loginto mail.office365.com with the username/temporary password provided to you and
set your own password.

2) Open up Outlook and click on File at the top left and then click Open.
|Q—|| _'1 9 |+ Inbiox - Mailbox - Administrator - Microso

ﬁ] Home Send [/ Receive Falder Wiew

Save As

- _l'ii_ Open Calendar
S Save Aftachments h Open a calendar file in Outlook (ics, wes),
Info [
Open z _@ Open Outlook Data File
[ Openan Outlook data file {.pst).
Print e
Help Import
Irnport files, settings, and R3S Feeds into Outlook,
|3 oOptions &
[ Exit
~ Other User's Falder
/ ——  Opern afolder shared by another user,

3) Then select Import. A new window will open, select Export to a file and then click next.

-

Import and Export Wizard

Choose an action to perform:

Expart RSS Feeds to an OPML file

Import a VCARD file [wef)

Import an iCalendar (ics) or vCalendar file [wes)
Import from another program or file

Import R55 Feeds from an OPML file

Import R35 Feeds from the Commaon Feed List

Drescription

Export Qutlook information to a file for use in
other programs.

< Back I Mext = I[ Cancel
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4) On the next screen, select Outlook Data File from the list and then click Next.

5) Then select the Olympian.org email account like below, make sure Include subfolders is

ticked and click next.

Il

.
Export Outlook Data File

Select the folder to export from:

] |E$ user@olympian.org |

Inbox

¢ Drafts

7 Sent Items

Iz Deleted Items

ﬁ Calendar

[25] Contacts

% Journal
Junk E-mail
Motes

r=1 Qutbox

Include subfolders

m

=

[ <Back || net> | [ cancel |

6) On the following screen, click on Browse. A save dialog will appear, navigate to your desktop
and then click OK to save the email. Click Finish and it will save all your Olympian.org email

to a file on your desktop.

]

-
Export Outlook Data File

Save exported file as:

Documents\Outlook Files\backup.pst

Options
(@ Replace duplicates with items exported
() Allow duplicate items to be created

(") Do not export duplicate items

<Back || Finish | [ cancel

7) Once done, close down Outlook.

8) Go to the Start Menu > Control Panel.
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Prepared by

GIO

OUTSOURCED

right search box, type mail and then open the Mail control panel.
r — IEI Eg B
@Qv|@ » Control Panel » - |¢, | | mail | x|

£ Mail (Microsoft Outlook 2013)

(] Getting Started
Jf Go online to get Windows Live Essentials

@Search Windows Help and Support for "mail”

——————————————————

10) Click on email accounts, then select your current Olympian.org email account and click

remove.

r Y
_‘,'3 Account Settings M

E-mail Accounts
You can add or remove an account, You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | Published Calendars | Address Books

2" New... ‘3% Repair.. F5f Change.. % Setas Default X Remove # &

Mame Type
@ user@olympian.org (1) POPR/SMTP (send from this account by default)

Selected account delivers new messages to the following location:

Change Folder | user@olympian.org (1)\Inbox

in data file Ch\Users'..\Outlook Files\user@olympian.org (1) - woa.pst

T
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11) Next click new, a new screen will appear, enter your name, email address and password you

specified earlier. Then click next and it will automatically detect all the email settings for
you.

- B
Q Add Account M

Auto Account Setup
QOutlook can automatically configure many email accounts.

®) E-mail Account

Your Name:
Example: Ellen Adams
E-mail Address:
Example: ellen@contoso.com
Passward:
Retype Password:

Type the password your Internet service provider has given you,

() Manual setup or additional server types

12) Once complete, click finish and open up Outlook again.
13) In Outlook, click on File at the top left again and then select Open.

14) Select Import, a new Window will appear, then select Import from another program or file
and click Next.

i B
Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [vcf)

Import an iCalendar [.ics] or vCalendar file [ves

Impaort from another program or file
Import RSS Feeds from an OPML file
Import RS5 Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [,P5T) and text files.

< Back I Mext = I[ Cancel ]
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15) Select Outlook Data File and then click Next.

Prepared by

16) On the following screen, select Browse.

’
Import Outlook Data File 3

File to impaort
|suﬂ\0utluuk\{5iuteth UK1 backup.pst | [Bmwse... ]

Options
@ Replace duplicates with items imported
() Allow duplicates to be created

) Do not import duplicates

17) Navigate to the email file you saved previously and select Open.

("B Open Outiook Data Files (i |
@Ov| & « Users b peterhunt » Desktop ~ [ 44 || Search Desktap o

Organize MNew folder =~ i @

& Downloads o Name Date modified

"Ll Recent Places
& Google Drive

|85 backup.pst 22/06/2012 14:22

. Libraries
@ Documents
J) Music
[&5] Pictures

B Videos

m

*% Homegroup

18 Computer
£, Local Disk (C5)
s Local Disk (D)
Giotech-Data (aiotechdor = ¢ | ] ] v

File name: backup.pst +  [Outlook data files (*.pst) -

Tools - [ Open |V] [ Cancel ]
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18) Once back on the following screen, select Next.
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p
Import Outlook Data File 5

File to import
softiOutiook\Giotech UKL backup.pst | [Browse... |

Options
(@ Replace duplicates with items imported
() Allow duplicates to be created

(_) Do not import duplicates

19) In the drop down menu at the bottom of the screen below, make sure your Olympian.org
account is selected and the click Finish.

y
Import Outlook Data File ﬂ

Select the folder to import from:

i [E Outlook Data File

oy

[¥]Include subfolders

() Import items into the current folder

@ Import items into the same folder in:

{user@olympian.org =]

[ <Back || Finisn | [ cance |

20) It will now import all your old email into your new Olympian.org account, once it is
complete, you can use your email as normal.



