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[bookmark: _Toc411264882][bookmark: _Toc382549552]STEP (1) Export Outlook Data file
1. Launch Client Outlook 2010 Application
2. Go to File > Open > Import (Import files, settings, and RSS Feeds into Outlook.)
[image: ]
3. In Import and Export Wizard, choose export to a file and then click Next. 


[image: ]
4. From Export to a File Wizard, choose Outlook Data File (.pst) and then click Next.
[image: ]
5. In the Export Outlook Data File, on the Select the folder to export from:
a)  Click on email address for eg: test1@upnm.edu.my above Inbox Item 
b)  Check Include Subfolders checked box and then click Next  

[image: ]
6. Click on Browse to search to a location that you would like to Save exported file as:
 For eg: C:\Users\upnm\Documents\Outlook Files\backup.pst

7. Under Options, choose Replace duplicates with items exported and then click Finish.

[image: ]
8. In Create Outlook Data File, under Add Optional password, type the password on both Password and Verify Password textbox and then click OK
[image: ]

9. Re-type the password for backup on the Password text box for twice (if needed) and then click OK.
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10. You may navigate to the path that you Save exported file as: 
For eg: C:\Users\upnm\Documents\Outlook Files\backup.pst to confirm the file is save correctly.

[image: ]




















[bookmark: _Toc382549554][bookmark: _Toc411264883]STEP (2) Create new User Profile for Office 365 at Outlook Client Application
1. Go to Start > navigate to Control Panel and then click on it
[image: ]
2. Navigate to Mail and click on Mail
[image: ]
Note: If you have different interface from above screenshot, please change the View by: to Small icons for easier view (on the upper right)
3. In Mail Setup, click on Show Profiles… button
[image: ]
4. In Mail Wizard, under When starting Microsoft Outlook, use this profile: 
choose Prompt for a profile to be used and then click on Add button
[image: ]

5. [bookmark: _GoBack]Type a name for the  Profile Name on the text box and then click OK
 [image: ]
6. In Add New Account, click to select the manually configure server or additional server types check box, and then click Next.
[image: ]
7. Click Microsoft Exchange or compatible service, and then click Next.
[image: ]
8. In the Server box, type the host address (outlook.office365.com).
9. Make sure that the Use Cached Exchange Mode option is selected.
10. In the User Name box, type your user name (for example, test1@upnm.edu.my), and then click More Settings. 
[image: ]
11. Click the Connection tab. 
12. Make sure that the Connect to Microsoft Exchange using HTTP check box is selected, and then click Exchange Proxy Settings
[image: ]
13. In the Use this URL to connect to my proxy server for Exchange box, type the host address (outlook.office365.com). 
14. Make sure that the Only connect to proxy servers that have this principal name in their certificate check box is selected, and then type msstd:outlook.com.
15. Click to select the On fast networks, connect using HTTP first, then connect using TCP/IP check box, and then click to select the On slow networks, connect using HTTP first, then connect using TCP/IP check box. 
16. Under Proxy authentication settings, click Basic Authentication. 
17. Click OK.
[image: ]
18. Click the Security tab.
19. In the Logon network security dropdown-list, select Anonymous Authentication.
20. Click OK.
[image: ]
21. Click Check Names. When the server name and the user name are displayed with an underline, click Next. 
22. Windows Security is prompt.
23. Type your user name (for example, test1@upnm.edu.my), and password for Office 365 then click OK.
[image: ]

24. You New Profile has been created.
[image: ]
25. Click Finish.
26. When launch Client Outlook 2010 Application, the New Profile that you been created will appear at the profile Name. Please click on the drop down list and to choose your new Profile Name and then click OK












[bookmark: _Toc382549555][bookmark: _Toc411264884]STEP (3) Import Outlook Data file 
1. Go to File > Open > Import (Import files, settings, and RSS Feeds into Outlook.)
[image: ]
2. In Import and Export Wizard, choose Import from another program and file and then click Next. 
3. In Import File, under Select file type to import from: choose Outlook Data File (.pst) and then click Next
[image: ]
Navigate to the Save exported file as location path: C:\Users\upnm\Documents\Outlook Files\backup.pst and then click OK
[image: ]
4. Under Options, choose Replace duplicates with items imported and then click Next
[image: ]
5. In Outlook Data File Password, type the password for backup that you create during export file.
[image: ]
6. Under Select the folder to import from: choose 
a. Outlook Data File with checked Include subfolders checkbox, choose Import Items into the same folder in: > Click Finish
7. You are successfully import your zimbra email to Office 365. You can view your zimbra mail through Office 365. 
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image1.tmp
Folder

View

o
Print |

23 options.

Help «»

B et

Open Calendar
Open a calendarfile in Outlook (ics, vcs).

Open Outiook Data File
Open an Outlook data file (pst).

Import
Import files, settings, and RSS Feeds into Outiook.





image2.png
Import and Export Wizard

Chaase an action to perform:

Exgort RS Feeds to an OPYL fie

Import & VCARD file (.vef)

Import an iCalendar (is) or vCalendar fie (.ves)
Import From ancther progra o fe

Import Internet Ml Account Settings

Import Internet Ml and Addresses

Import RSS Feeds from an OPHL i

Import R5S Feeds from the Common Feed List

Description
Export Outlook informetion to a il for use n other
programs.

<Back. Next > Cancel





image3.png
(Gpomtonrie

Create a e of type

Comma seperated Values (00S)
X Cormima Seprated Values (Windows)
Wicrasoft Access 57-2003

Tab Separated Valuss (DOS)
Tab Separated Values (windaws)

<Back. Next >

Cancel





image4.tmp
Export Outlook Data File

Select the foder to export from:

» €% Outlook Data File
459 tesl Gupnm edumy
(3 Inbox 33)
[ sentTtems.
) Deleted Items
Junk E-msil
15 outbox
53 Suggested Contacts

Em—





image5.png
Export Outlook Data File

Save exported fil as:

=

01\DosumentsiOutlosk Fleslbackup.pst

=

Options:

) Allow duplicate items to be created

a not export duplcate tems

) Replace dupicates with tems exported





image6.tmp
Create Outlook Data File
‘Add optional password

Password: .

Verfy Password: e
[T save this password in your password list

[





image7.png
Outlook Data File Password ==

Type the password for backup.
Passord: |

Save this passord in your password st

o Cancel





image8.tmp
X R « U= » upnm b My Documents » Outiook Fles

Organize v Includeinlibrary v Sharewith v Bum  Newfolder

X Favories 4 Name Dstemodified  Type sie
B Desktop &) backup 3/21/2011 244 AM  Outlook Data File 42338
1 Downloads ) Outiook Dats File - imbra 3202011245 AM  Outlook Data il 255K
] Recent Places (@) test @upnm.edumy - simbrs 3202011245 AM  Outlook Data il 2497 KB

8 Computer .
& Acer(C)
a DATAGE)
a STORE (F)

G Network <

& 3items





image9.png
] Calculstor

>

AllPrograms

upnm
Documents
Pictures
Music
Computer

Control Panel

‘Change settings and customize the functionality of your computer,

Help and Support

32201 ||




image10.tmp
ColGaRd 5 » Control Panel » Al Control Panel ltems ». -

Adjust your computer’s settings

¥ Acton Center
W Backup and Restore

8 Date and Time

&) Device Manager

© Ese of Access Center
A Fots

& Indesing Options

& Keyboard

2 Mouse

B NIDIA Control Panel
B personaliation

B Programs and Festures
 Region and Language
4 Sound

System

8, User Accounts

B Windows Defender

Administrative Tools

Color Management

@ DetoutPrograms

& Devices and Printers
Flash Player

& Getting Started

2 IntelR) Graphics and Media
Location and Other Sensors

2 Network and Sharing Center
& Parental Controls

{5 Phone and Modem

Q@ QuickTime

5 RemoteApp and Desktop Connections
& Speech Recognition

L Taskbar and Start Menu

&L Windows Anytime Upgrade

P Windows Firewall

Viewby:  Smallicons

3 AutoPlay
Credential Manager

2 Desktop Gadgts

5 Notification Area lcons
B Performance Information and Tools
@ Power Optons

© Recovery

B smaraudio

® sync Center
& Troubleshooting

I Windows Codspace
@ Windows Live Language Stting

[ [E=]





image11.tmp
Mail Setup - imbra =)
e Accoris

Setup e-mai accounts and directores.
=] Emal Accounts...

Data Fies
. Chiange setigs for the fies Outiook uses o Fies...
store e-mai messages and documents. peta

Profies

Setup multiple profies of e-mail accounts and  shop profies...
data fies. Typicaly, you only need one.

o |





image12.tmp
B Mail
General |

s SP—

s | _emve | orperes | _conr..

Vihen starting Microsoft Outiook, use tis profle:
 prompt for a profile to be used
© Aiways use this profe

=

o | _cwos | i





image13.png
B NewProfile =

N Create New Profile

x ]

Profie Name: Concel

Office 365|





image14.tmp
B Add New Account

Auto Account Setup
Connect to other server types.

Vour Name:

Example: Ellen Adams

Email Adcressi
Example: elen@contoso com
Passuord

Retype Password
Tyee the password your Internet service pravider has given you,

rext Messaging (SMS)

Manually configure server settings or additional server types

<Back





image15.tmp
) Internet £-mail
Connect to POP or IMAP server to send and receive e-mail messages.

Microsoft Exchange or compatible service

Connect and access e-mai messages, calendar, contacts, faxes and voice mai messages.

©) Text Messaging (SMS)

Connect to a mobile messaging service.

Other

Connect to  server type shoun below.
Fax ai Transport





image16.tmp
B Add New Account

Server Settings

Enter the information required to connect to Microsoft Exchange or 3 compatble service.

Type the server name for your account. If you dorit know the server name, ask your
account provider.

Server: [outiook.office365.com
Use Cached Exchange Mode:

Type the user name for your account.

User Name: [testt

More Settngs ..





image17.tmp
B Microsoft xchange =]

General | Advanced [ Security | Connection

Connecton

Use these settings when connecting to Microsoft
Exchange when working offine:

Connect using my Local Area Network (LAN)
Connect using my phone ine

Connect using Internet Explorer's o a 3rd party diser

Modem

Use the Fallwing Dis-Up Networking connection;
Properts. add,

Outook Anywhere
(Connect to Micosoft Exchange using HTTP

Exchange Proxy Settings....

= == B





image18.tmp
Microsoft Exchange Prosy Settings =)

Microsoft Outiook can communicate with Microsoft Exchange over the Intenet by
nesting Remote Procedure Cals (RPC) within HTTP packets. Select the protocol and the
dentity verification method that you want to use. If you donftknow which options to
select, contact your Exchange Administrator.

Connection settings.
Use tis LRL to connect to my proxy server for Exchange:
hitps://outiook.office365.com

Connect using SsL only
Only connect to proxy servers that have thisprincipal name i thef cerfficate:
‘msstd:outiook.com

On fast networks, connect using HTTP first, then connect using TCP/IP
On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:

Co ) Lo





image19.tmp
B Microsoft xchange =]
General | Advanced | Secuty | Comecton

Encryption

[JEnaypt data between Mirosoft Outook and
Mrosoft Exchange

User identieation
[ Aways prompt for logon credentials

Logon network seaurity:

(anonymous Authentication





image20.tmp
D Windows Securty

Mail Application
Connecting totestl

[iet@uprmedumy

) Remember my credentils

[T





image21.tmp
Congratulationst

You have successfull entered al the information required to setup your account.

To dose the wizard, cick Fiish.





image22.tmp
Folder

View

Help

23 options.

B et

Open Calendar
Open a calendarfile in Outlook (ics, vcs).

Open Outiook Data File
Open an Outlook data file (pst).

Import
Import files, settings, and RSS Feeds into Outiook.

Other User's Folder
Open afolder shared by another user.





image23.png
T
Importa File

Select file type to import from;

ACTI 3.3, 4.%, 2000 Conkact Manager for Windaws
(Comma separated Values (D0S)
Cormima Seprated Values (Windows)

Lotus Organizer 4.x

Lotus Organizer 5.x

Micrasoft Access 57-2003

Mrosct Excel 372002

<Back. Next >

Cancel





image24.tmp
0] Gpen Outiook Data File =]
NGl < V' Documents » Outlook Files B B
Organize v Newfolder & v [
06 Downloads = Name B Datemodiied  Type
) Recent Places
@ backup. 05-Feb-I5T:41PM _ OutlookDDats
. = @) Outlook Data File - Offce365 05-Feb-157:24PM  Outlook Dats
e (&) Outlook Data File - zimbra 05-Feb-IST41PM  Outlook Dats
I e (31 testt @upnm.cedu.my - imbra 05-Feb-15T41PM  Outlook Dats
) Pictures
H Videos
& Homegroup
8 Computer
& Acer(C)
a DATAGE) .

File name: backup

"] —
o -





image25.png
Import Outlook Data File

il to import
-i\UserstAdministrator ICT-5Y501{Docul

Options.
© Replace duplicates with tems imported
Allow duplcates to be created

Do not import duplicates

<Back. Next > Cancel





image26.tmp
Send /Recene  Folder  View

“y1gnore. - 2 3 Move to: 7 ) To Manager ] Find a Contact ~
g S WL G (D By B 3 ToManag "‘Ag
HCeanUp - —- BATemEmail o Done 0 Adaress Book
New Delete | Reply Reply Forward By wore ~ || /| Move Rules OneNote | Unread Categorize Follow
Email ems~ | Meeting | & Junk - il e B Reply &uDelete 77 Create New i Read B Up~ | V7 Fitter E-mail -
New | Teamviewer Delete Respond Quick steps 5 Move Tags Find
* Fovortes © [Fesenmvorcn-n 5 <
= imboe) Microsoft Outlook Test Message
(3 sentems {Amenge by Dot Neweston top Microsoft Outlook <testl@upnm.edu.my> =
2 onnse Tho 15-Jan5 1022 0 z
4 Three Weelks H
@ Deleted tems Aoe o testt £
|4 Microsoft Outiook 15Jan15 wi B
@ Deletedltems 4 a Microsoft Outlook Test Message. ‘This is an e-mail message sent automatically by Microsoft Outlook while testing the settings for 2
Seok Yong Leo 159215 5
Conversation Histo RE: send ‘your account. 3
(g Junk email Seok Yong Leo 15an15 E
News Feed test friday noon. H
5 outbox Seok Yong Leo. 15Jan-15 7
Zimbratest
> [ Search Folders Seok Yong Leo 15-Jan-15 v
4 Outlook Data File - testing friday g
[ Mail Delivery System 15-Jan-15
) DTS Undelvered Mail Returned to Sender [
Inbox (35] Seok Yong Leo 15-Jan-15. g
Junk E-mail RE test g
Outbox. MOHD FAIZAL MUSTAFA' 15-Jan-15
(0 searcn Folders testa12
Sent ems SeolcYong Leo 15an15
o RE: testing
SeolcYong Leo 15an15
RE testing
SeolcYong Leo 15an15
RE testing
Mail Delivery System 15-Jan-15
Undelvered Mail Returned to Sender [ =
Mail Delivery System 15-Jan-15
Undelvered Mail Returned to Sender [ @ See more sbouts Micosoft Outook: .
Seok Yona Leo. 15-Jan-15. |

Hems: 40 Unread: 38 |

|mea w0 O @)




image27.png




