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Transfer email folders to new email account

Students - Self help guide

This document will explain in four stages how to transfer your email folders from your old
@email.ulster.ac.uk email account to your new one @ulster.ac.uk using Microsoft Outlook
to produce a local Personal Storage Table (.pst) file.

NB: Microsoft Outlook must be running locally on the PC. Outlook is part of the office 365

package which is available free to students, see link below for details:
https://www.ulster.ac.uk/isd/students/software-downloads-and-offers/free-office-365-proplus-for-students

You need to know your @email.ulster.ac.uk address and associated Office 365 password
and your new @ulster.ac.uk address and network password (as used for the Portal).

For guide purposes we have used surname-initials, this should always be replaced with
your details

Stagel: To add your old @email.ulster.ac.uk mailbox

1. Open Outlook on PC
2. Intop left hand corner of MS Outlook click [File]

Search Tools Sent Items - f.oh3
Folder e cAfee E-mail Scan Search Q Tell me what you want to do...
l:l .'j %Ignore x Ei\q (ﬁ:ﬂ t:a 2 Meeting = Lag inta Unilesk P carinsurance Q)Tn Ianager
= ean Up = € = Q‘(JIM' ET Team Email v Done E("-F{eply&De\ete
Mew  Mew - Delete  Reply Reply Forward 5 F Create N
Ernail Trems+ & Jun All 20 Mare reate e
Mews Delete Respand Quick Steps
b Favorites Al Unread

3. Click [Add Account Information
Account]

cA
l-/) Microsoft Exchange

+ Add Account

Save As

Save Attachments

Account Settings

. [ ]
Print IZ‘ Change settings for this account or set up more
Account connections.
Settings Access this account on the web.
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4 AADYOUNNAME o ——————————— ——]
| s |

and complete old Auto Account Setup
. Castook Can auboenatic ally configre mmsny smsl scoounks,
account details

(surname- @ & mant Axsers

initials@email.

ulster.ac.uk). rowame:  plas Blooas

Then enter and crmmasaes:  RlOGOs-jEdemail.ulster.ac.uk

confirm old email G

password, and B T T A

click [Next]

Mariaal setugs o additicnal serven bpes

Coancal

5. Click Finish to
complete setup

Congratulations!

Configuring
Outlook is completing the setup foryour account. This might take several minutes.

+~”  Establishing network connection
~”  Searching for i ilulst uk

6. If prompted, Restart T Loasing ento the mai server
Outlook. Once
reopened, the old
account folders
should be visible.

Comgratulations! Your email account was successtully configured and is ready to use,

[Tl Change accaunt settings

Stage2: To add your new @ulster.ac.uk mailbox

7. Repeat steps 2 and 3 in | —

preViOUS proceSS ;-qumm:mcwxwwemwwscwﬁ.
8. Complete information P
with (surname-initials
@ulster.ac.uk) Enter vewse Hos Blogas
and Confirm the tman saaress hloggs-j@ulster.ac.uk
password and click T
[Next] Typee the pas nwnrd your INbermn et sendoe provider has given you,
MManual setug o addilional server Lypes
.

9. Click Finish to complete
setup.

coantiguring

Outloak is o e sef Fyour account. This might take several minutes.

ke settings

10. If prompted restart Outlook.
Once reopened, the new
account folders should be P .
visible.
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Stages3: Create local .pst file to transfer information from
@email.ulster.ac.uk to @ulster.ac.uk

11. In top left hand corner of MS Outlook select [File] and click on Options

Account Information

T omemasvantines
2 o

+ 28 Acconen
o
-
Accomn
Settngn
e
Charot
« Use sctommatic repiies 1o notily cthers that you ase oot of clfice, on vacation, ¢ not svelable
Avncersaric o respoed 1 emad ressen
rophes
— Maidbox Settings
> Manage the sine of your maiion by ermgtying Ouleted Rems and archinving
Toch
953 G8 foe of 93 G8
- Rules and Alerts
3 Una Rk amc) Aserts o by Cogarnne yomsr incarmng ermad messages, andl recane wpdates
Bades | e ferres are added, Chanyed, o removed
& Alerts

12. Choose [Advanced] and [Export] and click [OK]

Chuticck Cptiona

B} cotions for morking wen Gutiook:

e e

i « - - B it
=
ces OE Craien = =
I | -
Cisn . T e
L 10 nn sechice dsta Silie Atodnchecs Settings
[ Y—

[Fo—

13 SeleCt [EXpOI’t Import and Export Wizard
to a file] and

. | Choose an action to perform:
CIICk [NeXt] ExEort RSS Feeds to an OPML file

Import a VCARD file (.vcf)

Import an iCalendar (.ics) or vCalendar file (.vcs)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

Description

Export Outlook information to a file for use Iin
other programs.
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14. Select [Outlook Data
File.(pst)] and click Next

Export to a File

Create a file of type:

Comma SeEarated Values

<osax |[mess] |

Cancel

15. Select the old mail box
(surname-initials@
email.ulster.ac.uk) or
particular folder(s) and
Click [Next]

16. Click Browse

Export Outlook Data File

Select the folder to export from:

v 23 [bloggs-j@email.ulster.ac.uk | ~

7 Inbox

> [ Drafts (2]
I, Sentitems
5] Deleted items (137)
I Archive

> 17, Calendar (1)
I campus agreement docs

I Clutter (29)
> [E7] Contacts
7 Journal N
[F] Include subfolders Filter...
T B R

-

Export Outlook Data File

]

save exported file as

|Fafinbarpst | [Browse... |

Cptions
(@ Replace duplicates with iterms exported
() Alloww duplicate items to be created

() Do not export duplicate items

L

[ <Back [ Finish | |

Cancel ]

17. Select to
save to the =
desktop, and s salied
name the file S —
with your [ Documents
BCode and
click OK.

[&=] Pictures

Camera Roll

. shared

spss & amos

<&@ OneDrive

~ Hide Folders

McAfee_endpoir

B2 Microsoft Outlool

3 Open Outlook Data Files
~ 4 HEH > ThisPC > Desktop >

New folder

- o Search Desktop

T

kodi McAfee_Endpoin
t_Security_10_5_1
_1034_11_stand_a
lone_client_inst...

=

> A

»

* Q,

%

»
Adobe Acrobat 9
Pro

VA -

-—

File name: | bcode

~]

Save as type: | Outlook data files

/
é )
Tools ~ “ I Cancel ‘
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Export Outlock Data File >
. .. Save exported file as:
18' CIICk FInISh CL\Users\finbar\Desktop\bcodier.Rs’ti } | Browse..L;
v&’ Options
. Q (® Replace duplicates with items orted
OAIlow duplicate items to be create!
(O Do not export duplicate items
<Back [ Finishn | | cancel
- B
19. If requested to add a Create Outlook Data File u
password, click OK to
bypass. (If completing on an Add optional password

Office 365 clinic PC in library,
your file will be deleted later
during a nightly procedure).

Passward:

Werify Password:
|:| Save this passward in your p

20. A file will be created on the oK Cancel
desktop named <bcode>.pst A
Stage4: Import .pst file into new @ulster.ac.uk mail account

21. Click on [File] - Import and Export Wizard
[Options —
[Advanced] — [Export]
(steps 11 and 12
above)

Choose an action to perform:

Export RSS Feeds to an OPML file

Export to a file

Import a VCARD file (.vcf)

Import an iCalendar (.ics} or vCalendar file (.vcs

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

Description
Import data from other files, such as Outlook
data files (.PST) and text files.

22. This time select
[import from another
program or file] and
click [Next]

~ Back [ net>= | | cance

23. Select [Outlook Data Import a File
File (.pst)] and click
[Next]

Select file type to import from:

Comma Separated Values
Outlook Data File (Lpst

>

Toac [ meas ] [ canem
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Impeort Outlook Data File >

24. Browse to find the T
.pst file you created |Documents\Outiook Files\backup.pst | [Browse.. |
and saved earlier on N options
the desktop and CIICk ) Replace duplicates with items imported

(@) Allow duplicates to be created
[Next] () Do not import duplicates

< Back H MNext > | ‘ Cancel

25. Enter your new email address (surname-initials@ulster.ac.uk) and click [Finish]

Import Outiook Data File >

Select the folder to import from:
. Outlcok Data File

S

) include subfolders Filter...

) Import ems into the current folder
(Q) Import items into the same folder i

bloggs-j@uilster.ac.uk ~

<Baa Cancen

26. The contents of your old e-mail folders should now appear in your new e-mail account.
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