***Before beginning the migration DELETE any unnecessary emails and EMPTY your deleted folder in your student

Move Student EMAIL to Outlook.com

email, this will speed up the migration process. ***

Create an email account at Outlook.com

Once in your account click on the settings cog in the upper right hand corner:
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Folders
Inbox
Archive
Junk
Drafts
Sent
Deleted

New folder

Categories

Microsoft account team

Outlook.com Team

Microsoft accoungerofile inf...

Welcome to youfhew Outloo...

| Click for settings |

Choose options in the drop down
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On the Options page choose Import email accounts:
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Options

Inbox » Options

Managing your account

Account details (password, addresses, time zone)
Your email accounts

Import email accounts _
Email forwarding

Sending automated vacation replies

Connect devices and apps with POP

Create an Outlook.com alias

Aliases: manage or choose a primary

Upgrade to Ad-free Outlock.com

Writing email
Formatting, font and signature
Reply-to address

Saving sent messages
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Preventing junk email

Filters and reporting
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Customizing Outlook.com
Advanced privacy settings

Language

Keyboard shortcuts

Rules for sorting new messages
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On the Import email accounts page Choose Other Email Provider
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Import email accounts  mbox » Options > Import email accounts

Choose from where you want to import your account:

Google
Gmail and contacts

Yahoo
Email

Email apps on your PC
Email and contacts
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Enter your email address and your password, then click advanced options

Import from your email provider

You can import email from your email provider. It needs to be IMAP-enabled, but we'll check that for you.

Email address

youremailaddress@my.witc.edu

Replace youremailaddress with
your actual email address

Password

LI TR ] ]
Then click Advanced options

Advanced options

Privacy
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On the advanced options page:

Import from your email provider

To import your email from an IMAP server, enter the server information you got from your email service provider.

Email address I Your email address and password
yourmemailaddress@my.witc.edu should have carried over from the

revious page.
Username p pag
| yourstudentd @witc edu |\Change your Username, it should
Password look something like this:
cesessee 12345678@witc.edu
IMAP email server Port
outlock.office365.com B

| Requires a secure connection (55L) hange the servername

My provider doesn’t support IMAP

Privacy
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Once the changes have been completed, click import



You will see a message that says it is checking your email account.

As soon as the migration process begins to process your emails you will see a message similar to this:

Indication that is processing

We started importing from J@my . witc.edu

‘We're importing your email as fast as we can, but it might take a while. You can continue using Qutlook.com while we import.
Note: you can close your browser or shut your PC without affecting the import.

Want to receive new email that arrives at [@my.witc.edu? Learn more

Close
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The import can take a few hours depending on the size of your mailbox.

B ﬂ 'WITC Demo Student

Search email o View: All » Arrange by w

Folders Outlook.com Team W ¥ou.. 3/28/14

Microsoft account team W@ Mic... 3/28/14
3/26/14

Inbox 1

Archive Qutlook.com Team W
Junk
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Categories

This process only migrates your email.



