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Introduction

We offer three options for mail migration to the Hosted Exchange service. Each method allows you to
move your current mail data from it’s current location (internal mail server/pc based mail file or existing
hosted solution) to our Hosted Exchange platform.

The method you decide to adopt will depend on a number of factors, which will include considerations
such as location and access to the original mail data files, local network capability and speed, and the
size of the data files.

We suggest that prior to any migration, especially large and/or old PST files, you attempt to attach the
data file to an installation of Outlook. If there is any inherent corruption that may exist on what appears to
be a correctly functioning data file, it will not attach and therefore will be unsuitable for import and should
be investigated further. If the file is corrupted then it will not open and you will need the appropriate tool
to scan or export it again.

Delete all unwanted items from the data file ie Junk/Deleted and Synchronisation Error files prior to
migrating the data file. If you do not do this, this will slow down the process.
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Onsite Drag and Drop

It is assumed that you have exported the previous mail solution to a PST file or similar format. Using the
instructions from our Quick Start Guide Chapter 3 - Setting Up Outlook Anywhere - please create the new
profile on the client pc.

Open Outlook and select the newly created profile (if required).

Profile Name: ‘ Exchange Profile ‘ [ New... ]

ok ][ cancel | [Options >>|

© 2006 Micresoft Corporation. Al rights reserved,

You can now import the client mail data file via the import/export option in Outlook.

[ A

Home Send / Receive Folder Miew

Bl save As

Account Information

IntraHost v1.0



Hosted Exchange - Migration Guide

Click Open and Import

Home Send / Receive Folder i &l

B save As

. _ﬁ Open Calendar
B save Attachments ’/‘_. Open a calendar file in Qutlook (ics, wves).
Info !

Open Outlook Data File
Open an Outlook data file {pst)

Import
Import files, settings, and RSS Feeds into Outlook,

Other User's Folder
Open a folder shared by another user,
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Click Import from another program or file and then click Next.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds ko an OPML file

Export to a file

Import a WCARD File ( wef)

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

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

- Description
Import data From other programs o files, including
ACTI, Lotus Organizer, Qutlook data files (PST),
database fikes, text files, and others,

< Back Mext = Cancel

Use the data file type you require and click Next

Import a File

Select file type to import from:

ACT! 3.%, 4., 2000 Contact Manager For Windows a
Comma Separated Yalues (DOS) =
Comma Separated Yalues (Windows)

Lokus Organizer 4.x

Lokus Crganizer 5.x -
Microsoft Access 97-2003

Microsoft Excel 97-2003

Outlook Data File (,pst)

< Back lext = Cancel
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Then browse to the folder where you have copied your data files to and click Next

Import Outlook Data File

File to import

Aiohn.smith.pst  Browse... |
“Options
% Replace duplicates with items imported
" allow duplicates to be created
" Do nat import duplicates

< Back Next > Cancel |

Select the folder to import and click Finish (remember to select ‘Include subfolders’)

Select the folder to import from:

ER= | Personal Folders
(3] Deleted tems
(3 Inbox
[@ Qutbox
E‘; Sent tems

Indude subfolders
() Import items into the current folder
@ Import itams into the same folder in:

: john.smith@abc.co.uk - ]EH

| <gack | Fnish | [ concel |
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This then can be viewed in the left pane of Outlook beneath the mailbox.

Outlook 2007/10 Mail folder

Mail «
Favorite Folders ¥
Mail Foiders 2
£) All Mail Items -

= 25¢ Mailbox - john
(3] Deleted ltems
7| Drafts
L3 tnbox
L@ Junk E-M.
L4} Cutbox
) RS5 Feeds
[[=4 Sent Items
# L@ Search Folders
= £§ Personal Folders
(5] Deleted Items rag your foldars from

= [ Inbox F___f_f___—‘hll‘l to hare
4 Admin

3 Sales
L= Outbox 3
[ Sent Items
L Search Folders

— New Hosted Exchange
Mailbox

Exported PET file loriginal
exchange mailbox)
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The email currently on the local file Personal Folders can be dragged up to the new Exchange Mailbox.
Each folder and its sub folders under the Inbox must be moved individually. (You are unable to Drag and
Drop system folders such as the Inbox, but the contents can be easily moved to another folder.)

Dependent on the local internet connection (ADSL broadband, 3G, satellite or dial-up), and the size of the
files being uploaded, this will affect the time taken to complete the Drag and Drop operation.

The time taken can take from minutes, through to hours or days, so please consider this in your migration

planning.

Approximate guide: a 200MB file at a speed of 450Kbs/s will take approximately 8 minutes to upload.
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Contact Us:

If you have a question or enquiry, please contact our team on one of the numbers
below for quick, friendly and efficient help.

Sales and Pre-Sales Support:
By phone: 0800 321 3812
By Email: enquiry@intrahost.co.uk

After Sales Technical Support:
By phone: 0845 680 3812
By Email: support@intrahost.co.uk
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