
O365 MAIL MIGRATION PROCESS FRONT END

STEP-1: EXPORT CONTACTS, CALENDARS, NOTES, TASKS ( OUTLOOK 2007 ) 

 GO TO FILE          IMPORT AND EXPORT.

 FOR 2010 AND 2013 OUTLOOK: FILE      OPEN        IMPORT&EXPORT.  



 IMPORT AND EXPORT         EXPORT TO A FILE.

 CLICK ON NEXT.

 EXPORT TO A FILE PERSONAL FOLDER FILE/OUTLOOK PST.

 CLICK ON NEXT.



 MAKE SURE THAT YOUR ARE TAKING THE BACKUP OF 
SYNECHRON.COM

 EXPAND THE abcd@synechron.com

 MAKE SURE TO CHECK THE BOX [ INCLUDE SUBFOLDERS ] 

 CLICK ON NEXT.

 SELECT CALENDAR. 

 CHECK THE BOX [ INCLUDE SUBFOLDERS ]

 CLICK ON NEXT.



 CREATE XYZ FOLDER AND BROWSE THE XYZ FOLDER LOCATION 
WHICH YOU HAVE CREATED AND SAVE IT.

 MAKE SURE TO FOLLOW ALL THE MARKED BOX.

 NO NEED TO ENTER PASSWORD.. 

 JUST CLICK ON OK.



 THE SAME REPETE WITH THE CONTACTS, NOTES AND TASKS. 

NOTE: THE USER NEED TO RECREATE THE RULE AFTER MAIL MIGRATION.

IMP: EXPORT THE MAIN PST. 



 AFTER TAKING THE BACKUP, ATTACH THE BACKUP PST AND, TELL USER TO COMPARE BOTH THE MAIN PST 
AND EXPORTED PST. IF EVERY THING IS PERFECT INFORM TO BACKEND TEAM TO DELETE THE EXISTING 
SYNECHRON MAIL ACCOUNT [ RACKSPACE/MAIL.SYNECHRON ].

 TO EXPORT MAIL PST FOLLOW THE SLIDES FROM 1 TO 
3, INSTEAD OF EXPANDING THE MAIN PST, SELECT THE 
MAIN PST AND FOLLOW THE PROCESS.  



NOTE: UNINSTALL EXISTING MS OFFICE SUITE AND REBOOT THE MACHINE AND INSTALL THE NEW O365 
SUITE. 

THE BELOW SCREENSHOT SHOWS INSTALLED O365 SUITE.


