12/27/13 User Services - Post-migration steps - Office 365

Office of
ITnformuHon
Services

User Services ¥ Wiki* Post-migration steps - Office 365

Your NYSeMail account was moved to Office 365 and it's now after 7Zam December 30, 2013.

Outlook Web Access:

Your first step should be to verify you're able to login to Outlook Web Access (OWA) at https://portal.microsoftonline.com.
For additional information about OWA:

Accessing Office 365 Outlook Web App - OWA (DOT)
Office 365 OWA Quick Reference Document (ITS)

When accessing Outlook Web Access (OWA), you will be required to provide credentials.
Your full email address: firstname.lastname@dot.ny.gov

Your password (this is usually the password you use to login to your workstation)

Mobile Devices:
Android:
If you access your work email on an Android smartphone, links to the instructions to reconfigure your respective device are below:
Updating to Office 365 on the Droid Charge
Updating to Office 365 on the Droid Galaxy Stellar
Updating to Office 365 on the Droid Razr M
iPhone/iPad:
If you use an iPhone or iPad to access work email, a link to the instructions to reconfigure those devices is below:
Setting up Exchange ActiveSync in iPhone - iPad

Blackberry:

No action required for Blackberry 5 users.
Blackberry 10 users will have to enter email address and password when prompted.

Microsoft Exchange Hosted Archive (MEHA):

This service no longer archives email once you move to the cloud. You will still be able to retrieve any email that was stored in the archive.

Additional Information:

If you need assistance, please contact the Help Desk at (518)485-8111, (888)664-9343 or dot.sm.itd.helpdesk@dot.ny.gov.

You would like to verify that everything is setup and working correctly with your Outlook client. If you followed the Pre-Migration Steps document before the migration, the following Post-
Migration Steps will help you verify that your Outlook 2007 client is setup as it was before the migration.

Step 1: Open Outlook and login when prompted

1. Double-click the "Microsoft Office Outlook 2007" icon on your desktop to launch Outlook.
2. If prompted with a login prompt similar to what is shown below, enter your email address (firstname.lastname@dot.ny.gov) in the "User name:" field and the password you use to
login to your PC in the "Password:" field. Click the OK button.

!!onnect to nutﬂoﬁ.n“me]ﬁ.cnm \.m

Welcome to outlook, of fice36S . com

User name: | ﬁ first.last@dat.ny.gov

Password: | |

[ remember my password

[ QK H Cancel ]
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Step 2: Verify your Outlook 2007 Rules are correct

With your mail visible in Outlook:
1. From the menu, select Tools | Rules and Alerts...
[ Inbox - Microsoft Outlook
! File Edit View Go | Iools | Acions Help

PadNew - | g B3 X Send/Receive b

. Instant Search 3
Mail
e [ Address Book.. Ctrl=Shift=B
[ Inbax %:Jﬂ Organize 7
A Unread Mail @ Rules and Alerts. ..
[ Cant ame

If all of your rules seem to be present, skip to Step 3: Verify the connection of any PST files.
To import the rules you exported in the Pre-Migration Steps document, click the Options button.

NOTE: If you import rules with existing rules present, you may create duplicates rules that will need to be reviewed.
Rules and Alerts

wnN

<a

E-mail Rules | Manage alerts |

@uew Rule.., Change Rule = 53 Copy... >< Delete | &+ % RunRules Mow... Options
4. Click the Import Rules... button.

Options w

Import and expork

Import or export your rules to and from previous versions
of Cutlook

Export Rules. .. ]k Import Rules. .. J

Rules upgrade

‘e recommend that you upgrade your rul
petformance, unless you also use & previous Tersion of

5. Browse to the path where you stored the "RulesPreOffice365" file from the Pre-Migration Steps document (R: was recommended) and double-click the file.

Import Rules from W
Look in: |jx|_|:on" P R (3] M @ -3 XKrCuE-

L—a My Recent
Dacuments

[ Desktop

My
Dacuments

"
Computer...

‘Q My Network
Places

File name: |

]
Fles of bYpe: | pujes wizard rules [~]

Taoks -

6. You'll be returned to the Options window. Click the OK button.
7. Review your imported rules. Click the OK button to return to Outlook.

o

Step 3: Verify the connection of any PST files

If you're not sure if you were using a PST file before the migration, skip to Step 4: Verify any connections to shared mailboxes below.
With your mail visible in Outlook:

1. Select File | Data File Management... from the menu.

[~ Inbox - Microsoft Outlook

:| File igdﬂ View Go Tools

Mew »

Open »
Close All items

Save As...
Save Attachments 3

Folder »

Data File Management...

2. On the Data Files tab, if you see an entry similar to the one below in addition to the one that starts with "Mailbox - ..." your PST file is connected.
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Account Settings

Data Files
CQutlook Data Files

| E-mail | Data Files |ShareP0int Lists || Internet Calendars | Address Books |

g hdd.. 9 Settings.., @ SetasDefault X Remove (25 Open Folder...

Mame Filenarne Comment;
Mailbox - o, ol outlook.ost in CDocuments and Settingsh.o - _oiLocal Setkin,,.  Default
Personal

Select a data file in the list, then click Settings For more details or click Open Folder to display the Tell Me Mare. ..

folder that contains the data file. To move or copy these Files, ywou must First shut down Outlook,

Close

3. To re-attach a missing PST file, click the "Add..." button.

Account Settings

Data Files
Outlook Data Files

ataFiles | sharefoi
o add.. I ssttings. .

Marme

4. Click the OK button.
.
New Outlook Data File

Types of storage:

Description
Provides more storage capacity For itergeemd Folders.
Supports multilingual Unicode data. Mol patible with
Outlook 97, 98, 2000, and 2002,
[ OK ] [ Canicel

5. Browse to the path of your PST file (you may have noted this value during the Pre-Migration Steps document...it's most likely K:\PSTFiles) and double-click the file.

M@ & XoE-

Create or Open Outlook Data File

Save in: | [Z2) PSTFiles
. {Personal Folders(1);

@ Desktop

a
Dacuments

My
Computer. ..

.'-:J Iy Metwork,
Places

File name: Personal Folders{L)

Save asbYDe! | personal Folders Files

6. Click the OK button to confirm the connection of the PST file.
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Personal Folders
General |
Mame: Personal Folders
Filename: K:hpstfilesiPersonal Folders(1).pst
Format: Personal Folders File

Changes the password used to access
Change Password... the personal Folder file
Reduces the size of your personal
LompactMow | Folder fiie A

Comment

-

[0]:4 ] [ Cancel Apply

7. Repeat steps 3-6 if you have additional PST files to attach.
8. Click the Close button in the Account Settings window to return to Outlook.

Step 4: Verify any connections to shared mailboxes
With your mail visible in Outlook:

1. Select File | Data File Management... from the menu.

[t Inbox - Microsoft Outlook

3 'leigdit View Go Toals

Mew 3

Open 3
Close All Items

Bl save As..
Save Attachments ]

Folder ]

Data File Management...

2. Double-click the entry that starts with "Mailbox - ...".

Account Settings

Data Files
CQutlook Data Files

| E-mail | Data Files | sharePoint Lists | Intemet Calendars | Address Books |

g Add.. _'ﬁ' Settings... 0 Set as Default )( Remove = Open Folder...

Filename Comment
-ty v, ouklook.ost in CiiDocuments and Settingst D .. local Setkin,.,  Default

Select a data file in the list, then click Settings for more details or click Open Folder to display the Tell Me More
folder that contains the data file. To move or copy these Files, wou must First shut down Outlook, =

Close

3. Click the Advanced tab.
4. If you see no entries in the "Open these additional mailboxes:" section, click the Add... button.

https://itsted.eccm.ny.g ov/ServiceM anag ement/U S/Wiki/Post-migration steps - Office 365.aspx 4/6



12/27113

User Services - Post-migration steps - Office 365

y

Microsoft Exchange

X]

| General | Advanced |Security | Cornection || Remate Mail|

Mailboes

Open these additional mailboxes:

"arhed Frrbanne Made Sakbinns

5. Enter the name of a shared mailbox in the Add mailbox: field and click the OK button.

NOTE1: If you followed the Pre-Migration Steps document, you may have made a note of the name.

NOTE2: If you enter the beginning of the name and click the OK button, a Check Name window will open so you can browse for the specific shared mailbox.

X]

Check Name

Microsoft Office Outlook does not recognize: |its.sm

Change ko

its.sm.spamhelp
its,sm. station, review, team

Add Mailbox

m IT5.5m. TED. Communications
its,sm. kestflight

NySBroadbandMapping

Properties. ..

Add mailbo:

MYSEIS

| its.sm |

' : This user has already been added to the mailbox list,

Microsoft Office Outlook <)

If you mistakenly attempt to add the shared mailbox a second time, you'll see a message similar to the one below. Click the OK button.

6. Click the OK button and close on any open windows to return to Outlook.

Step 5: Verify any calendar delegates, editors, contributors, etc.

With your calendar visible in Outlook:

1. Right-click your calendar and select Properties.

My Calendars & 2 I -
- 0o

o

E ) 5 Cpen

Cpen in New Window
1. Right-click -

Save As...
Move “Calendar”...

LCopy "Calendar”...

oo

Drelete "Calendar
ﬂ]:&‘ Rename “Calendar”...
Mew Folder...

Move Up in List

« =5 L

Move Down in List

Mark All as Regad

----- Share "Calendar”...

Change Sharing Permissions...

Send via E-mail...

Publish to Internet 2,

|§ Properties

[8=] contacts

2. Click the Permissions tab.

3. Using the notes you made during the Pre-Migration Steps document, verify the correct permissions are present.
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Calendar Properties W
| General I Home Page Autodrchive |
| Administration | Forms | Permissions Synchronization

Tame Permission Level ad]
Default Free/Busy time p—
e - Reviewer

oty L Reviewer
T, or TN Reviewer =
e e e P s [

(€] i |
[ Add... ] [ Remayve ] Froperties. ..

Permissions
Permission Level: | Free/Busy time M

Read irite

(@] [ create items

(%) Free Busy time [Jreate subfalders

0 Free/Busy time, subject, [CIEdit awn

location [JEdit &l
(O Full Details
Other Free/Busy...

Delete items Other

(&) Nane [ Eolder awner

O own Folder contact

[@F] [JFalder visitle

[ O ] [ Cancel Apply

. Add a user to the list by clicking the Add... button.
. When a particular user is selected, changes in the Permissions section of the window will affect only that user. Click the Apply button to confirm any changes.
. Repear steps 4-5 for all users who need permission to your calendar.
. Click the OK button to return to your Outlook calendar.
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