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1. Introduction

m Overview

The procedures necessary to migrate email data from APU Gmail (Gmail) to APU

Office 365 (Office 365) are summarized in this manual. Any unmigrated email

that you have can be migrated by following the instructions in this manual.

Please note that settings for forwarding and inbox rules cannot be migrated;
instead, you will have to look up the specific settings for forwarding and inbox
rules in Gmail, and then apply the same settings in Office 365.

Please also note that this manual uses the email client Thunderbird (ver.52.9.1)
to migrate email data. If you migrate your data using a different email client
than Thunderbird, follow the steps this manual uses for Thunderbird as a
reference to complete the procedures.

NOTE: Before connecting to Gmail with Thunderbird for the first time, you
must first set up IMAP. To see how to set this up, please go to:
https://support.google.com/mail /answer/7126229?hi=en

NOTE: There will be no change to your email address as a result of the email
system changeover.



https://support.google.com/mail/answer/7126229?hl=en

2 . Migrating Email Data

2-1. Installing Thunderbird and Adding Gmail

In this section, you will prepare for migration by installing Thunderbird on the
personal computer you will be using, and then applying the necessary settings to
connect to Gmail.

If you already have Thunderbird installed:

Steps differ depending on whether a Gmail account has already been set up in Thunderbird:

B If a Gmail account has already been set up, please go on to section 2-2 and continue on with
the procedures.

B If a Gmail account has not been set up, please go on to step 2-1 (10) and continue on with

the procedures.

(1) Go to the official Thunderbird homepage.
Go to https://www.thunderbird.net/en-US/?lang=en-US and click on

“Free Download” .

@ Thunderbird

Software made to make email easier.

Thunderbird is a free email application that's easy to set up and
customize - and it's loaded with great features!

THUNDERBIRD ADD-ONS SUPPORT GET INVOLVED DONATE

Free Download

(2) Once the screen displays as shown below, click “Save” . To save to a

different location, click the v and choose your location.
NOTE: Exactly what displays can vary depending on the browser you are using. Just follow

the directions on the screen to save.

Do you want to run or save Thunderbird Setup 52.9.1.exe (38.6 MB) from download-installer.cdn.mozilla.net?

@ This type of file could harm your computer. Run I Save 'I Cancel



https://www.thunderbird.net/en-US/?lang=en-US

(3) Double-click the [Thunderbird Setup] you have saved.

S

iihunderbird Setup
5284

(4) Click [Run]
NOTE: It will take @ moment for the screen to change.

NOTE: The screen may look different depending on the OS of the PC.

Open File - Security Warning X

Do you want to run this file?

T Name:  C\Users' w1op\ Thunderbir 45.1, Lexe
' Publisher: Mozilla Corporation
Type Application
From: C:\Users\ Desktop\Thunderbird Setup 45.1.1.exe

I Run I[ Cancel ]

[ Always ask before opening this file

harm your computer. Only run software from publishers you trust.

\ a While files from the Internet can be useful, this file type can potentially
T What's the risk?

(5) Mozilla Thunderbird Setup will launch. Click [Next >].
'f:) Mozilla Thunderbird Setup

i

Welcome to the Mozilla Thunderbird
Setup Wizard

This wizard will guide you through the installation of Mozilla
Thunderbird.

It is recommended that you close all other applications before
starting Setup. This will make it possible to update relevant
system files without having to reboot your computer.

Click Next to continue.

I Next > I| Cancel




(6) Choose “Standard” and click [Next >].
NOTE: If [Use Thunderbird as my default mail application] displays, uncheck it.

‘L) Mozilla Thunderbird Setup - X

Setup Type
Choose setup options

Choose the type of setup you prefer, then click Next.
tandard
Thunderbird will be installed with the most common options.

(_) Custom
You may choose individual options to be installed. Recommended for experienced users.

ﬁJSE Thunderbird as my default mail application

< Back Cancel

(7) Once the setup summary displays on the screen, click [Install].

Installation will start.
1) Morzilla Thunderbird Setup — X

Summary
Ready to start installing Thunderbird

Thunderbird will be installed to the following location:

C:¥Program Files (x86)¥Mozilla Thunderbird ‘

Click Install to continue.

< Back Install | Cancel




(8) Leave “Launch
click [Finish].

Mozilla Thunderbird now” checkbox as checked, then

L) Mozilla Thunderbird Setup

Completing the Mozilla Thunderbird
Setup Wizard

Mozilla Thunderbird has been installed on your computer.

Click Finish to close this wizard.

[v]Launch Mozilla Thunderbird now:

< Back Cancel

The installation procedure is now complete. Thunderbird will automatically

launch.

NOTE: If the screen displays as shown below, select [Skip Integration].

System Integration

X
Use Thunderbird as the default client for:
E-Mail N
[] Newsgroups
Feeds W

Always perform this check when starting Thunderbird

Set as Default | ISkip Integration I




(9) Click [I think I’ Il configure my account later].

Welcome to Thunderbird X

Would you like a new email address?
Your name, or nickname Search

In partrership with several providers, Thunderbird can offer you a new email account. Just fill in your first
ard last name, or any other words you'd like, in the fields above to get started

B gandinet

The search terms used are sent to Mozilla (Privacy Policy) and to 3rd party ermail providers gandinet
[ Privacy Policy, Terms of Service) to find available email addresses.

Skip this and use my existing email I I think Il configure my account later. I

Click [Tools] — [Account Settings].

Home

File Edit View Go Message Eventsand Taskﬂdp

Get Messages B Wite ~ $chat 8 Address Book Ctrl+Shift+B
Saved Files Ctrl+]

Add-ons

Activity Manager

Chat status >

Join Chat...
Accoul Message Filters

Run Filters on Folder

Thunde

% Cre
Run Filters on Message

= f Run Junk Mail Controls on Folder
Delete Mail Marked as Junk in Folder
o
Cre Import...
Developer Tools >

Clear Recent History... Ctrl+Shift+Del

I Account Settings I
Options

NOTE: If the Menu Bar is not displayed, press the “Alt” key to display the Menu Bar, then

click [View] — [Toolbars] — [Menu Bar], and click to add a checkmark in front of [Menu

bar].
Home
File Edil View Igo Message Events and Tasks _Togls Help

Toolbars > l Menu Bar

Get M# —
Layout > [ Mail Toolbar
Folders > Folder Pane Toolbar
Today Pane > Quick Filter Bar
Calendar v Status Bar
Tasks Customize...




(10) On the bottom left of the Account Settings screen, click [Account
Actions] — [Add Mail Account].

Account Settings
4l Outgoing Server (SMTP)
When
the O
select
Detail
I Add Mail Account...
Add Chat A t...
Chat Accoun Auth
Add Feed Account... c
Add Other Account...
Set as Default
Remove Account
I Account Actions =




(11) As shown below, fill in @ Your name, @ Email address, and 3 Password;
then uncheck @ “Remember password” and click [Continue].

Mail Account Setup K

@ Your name: | APU Test | Youflname, as shown to others

@ Email address: | xxxxoaxx@apu.acjp |

@) Pesswod  eeeeeeee |
@D Remember password

Get a new account nue Cancel

@ Your name Enter the name you wish to use.

(2 Email address Enter your APU email address (including everything after the ‘@”).

@ Password Enter your password.

(12) Click on [Manual config].
NOTE: If no account is found and the screen displays as in step (13), just go ahead and

perform the manual configuration.

Mail Account Setup X

Your name: ‘ APU Test ‘ Your name, as shown to others

Email address: ‘ XXXXXXXX@apu.ac.jp ‘

Password: ‘ 0000000 ‘

D Remember password
Configuration found in Mozilla ISP database
(®) IMAP (remote folders) () POP3 (keep mail on your computer)

Incoming:  IMAP imap.gmail.com, SSL
Outgoing:  SMTP, smtp.gmail.com, SSL

Username:  xxxxxxxx@apu.ac.jp

Get a new account I Manual config I Done Cancel

10



(13) As follows below, fill in @ Incoming, @ Incoming “Server hosthame”, @
Outgoing “Server hostname”, @ “Port”, ® “SSL"”, ® “Authentication”,
and @ Username; then click either [Done] or [Get a new account].
NOTE: Clicking the “Retest” button will fail to create the account properly. Please take

caution to not click this button by mistake.

Mail Account Setup X
Your name: ’ APU Test ‘ Your name, as shown to others
Email address: ’XXXXXXXX@apu.ac.jp ‘
Password: ’....... ‘
[] Remember password
Configuration found in Mozilla ISP database
@ erver hostname @ Port SS@ @ Authentication

Incoming: [ IMAP ¥ |imap.gmail.com ‘ ‘ 993 v ‘ SSL/TLS ¥ | Normal password ¥

Outgoing: SMTP <%f)smtp.gmail.com G ‘ ‘ 465 v ‘ SSL/TLS ¥ Normal password i
@ername: Incoming: ‘ XXXXXXXX@apu.ac.jp ‘ Outgoing: I XXXXXXxx@apu.ac.jp
Get a new account | Advanced config Re-test ‘m| Cancel

@ Incoming

Select “IMAP”.

@Incoming “Server hosthame”

Enter “imap.gmail.com”.

®O0utgoing “Server hostname

Enter “smtp.gmail.com”.

@Port Select “993” for Incoming, “465"” for Outgoing.
®SSL Select “SSL/TLS” for both Incoming and Outgoing.
®Authentication Select “Normal password”.

@Username Enter your APU email address (including

everything after the ‘@”).

11



(14) Make sure that the Gmail account set up in step (13) is displayed on the
left side of the Account Settings screen. Once displayed, select that
Gmail account and add “old_” to the beginning of the entry in
[Account Name]. Once added, click [OK] to close the Account Settings

screen.

Account Settings

8 |ocal Folders
Junk Settings
Disk Space

I Vi XXXXXXXX@apu.ac.jp I

Server Settings
Copies & Folders
Composition & Addressing
Junk Settings
Synchronization & Storage
Return Receipts
Security

4 Outgoing Server (SMTP)

Account Actions

X

Account Settings - <xxxxxxxx@apu.ac.jp>

Account ﬂame:l old_xoxxxxx@apu.ac.jp I

Default Identity
Each account has an identity, which is the information that other people see when
they read your messages.

Your Name: APU Test ‘
Email Address: l xoooxxx@apu.ac.jp ‘
Reply-to Address: | Recipients will reply to this other address i

Organization:

Signature text: [[] Use HTML (e.g., <b>bold</b>)

[] Attach the signature from a file instead (text, HTML, or image):

Choose...

[] Attach my vCard to messages Edit Card...

Outgoing Server (SMTP): | Google Mail - smtp.gmail.com (Default)

Manage Identities...

cance'

(15) Right-click on the Gmail account on the left side of the screen (the

account you prefixed with “old_" ) and click “Subscribe” .

8 Local Folders

box
& old xooxxxx@apu.ac.in
nNbo = o3

Open in New Tab

Open in New Window !

New Folder...

Settings

File Edit View Go Message Eventsand Tasks Tools Help

& Get Messages |~ I Write ~ @ Chat % Address Book Tag Quick Filter ~ Search <Ctrl+K pel
~ 8 Local Folders

@) Trash Thunderbird Mail - Local Folders

* 0

bccounts

View settings for this account

Create a new account:

= Email ') Chat Newsgroups Feeds

12



(16) Add a checkmark to all your folders, including subfolders; then click
[OK].

Subscribe X
Account: | old_xxxxxxxx@apu.acjp >
Show items that contain: r
Folder List
Select the folders to subscribe to:
APU ~ Subscribe
Appl v
ppie Unsubscribe
Deleted Items
Drafts v Refresh
Follow up Stop
INBOX [v]
Inbox
Junk E-mail
Misc v

Ca"CEI

(17) Make sure all your folders are being displayed then go on to the next
step.

- o X
[ =
File Edit View Go Message Eventsand Tasks Tools Help
&, Get Messages = [ Write = @8 Chat % Address Book Tag Quick Filter Search <Cirl+K> r =
. old_xcooxxx@apu.acjp
¥ Inbox (677) Thunderbird Mail - old_xxxxxxxx@apu.ac.jp
Trash
Deleted Items [ q
Email
Drafts
import |+ Read messages
Junk E-mail
Sent / Write a new message
Sent ltems
test1
test2 Accounts
Windows Mail " .
ndows Ml View settings for this account
Trash
v [Gmail] .
“ Create a new account:
TEE a
W EEEHA-I =/ Email =JChat Newsgroups Feeds
& TATOA-L —
§ EEA-I Create a new calendar
e
AF-{1&
Advanced Features
EE
Apple 4, Search messages
APU
Deleted Items Manage message filters
Drafts
Follow up Manage folder subscriptions
Junk E-mail
Misc T  Offline settings
—_— 1 5 Today Pane ~

13



2-2. Adding an Office 365 Account

In this section, you will apply the necessary settings to connect to the Office 365
email address that will be used as the migration destination in Thunderbird.

(1) Click [Account Settings] under [Tools] in the Menu Bar.

g 50|d_xxxxxxxx@apu.ac.jp

File Edit View Go Message EventsandTaskﬂelp

& Get Messages | 7 I Wiite ¥ W8 Chat L | Address Book Curl+Shift+8 Search <(|
Saved Files Ctrl+J)
v old_ooooox@apu.acjp A Add-ons .
v ¥ Inbox (677) Thunde Activity Manager @apu'ac'Jp
Trash Chat status >
Deleted Items . Join Chat...
Email
Drafts Message Filters
import [, Rea Run Filters on Folder
Junk E-mail Run Filters on Message
Sent /’ Wri Run Junk Mail Controls on Folder
Sent ltems - Delete Mail Marked as Junk in Folder
test1 Import...
test2 Accoul Developer Tools >
Windows Mail Vi Clear Recent History... Ctrl+Shift+Del
Trash . I Account Settings
~  [Gmail] % Cre Options

(2) Click [Account Actions] then click [Add Mail Account].

Account Settings X

- Account Settings - <old_xxocoox@apu.acjp>
Server Settings

Copies & Folders Account Name: | old_soococox@apu.ac jp

Composition & Addressing
Junk Settings

Default Identity

Each account has an identity. which is the information that other people see when they read your messages.
Synchronization & Storage

Retur Receipts Your Name: APU Test
Security Email Address: | o000 @apu.acjp

8 Local Folders Reply-to Address: | Recipients will reply to this other
Junk Settings Organization:

Disk Space

Signature text: Use HTML (e.g., <b>bold</b!
4 Outgeing Server (SMTP) e Dus )

[7] Attach the signature from a file instead (text, HTML. or image):

| I Add Mail Account. I Choose
Tt Account s

Add Feed Account [] Attach my vCard to messages Edit Card...

Add Other Account... Qutgoing Server (SMTP): Google Mail - smtp.gmail.com (Default) ~

Set as Default

Manage Identities...
Account Actions -

| L | I
| oK Cancel
|

14



(3) As shown below, fill in © Your name, @ Email address, and @ Password;
then uncheck @ “Remember password” and click [Continue].

Mail Account Setup

X

Your name: | APU Test?2

| Your name, as shown to others

Email address: | xooooxx@apu.ac.jp |

© OO

Password: | 0000000

@ [ ] Remember password

Get a new account

® Your name

Enter the name you wish to use.

@ Email address

Enter your APU email address (including everything after the ‘@").

® Password

Enter your password.

(4) Click on [Manual config].
NOTE: If no account is found and the screen displays as shown in (5), just go

ahead and perform the manual configuration.

Mail Account Setup

X

Your name: ‘ APU Test2

‘ Your name, as shown to others

Email address: ‘xxxxxxxx@apu.ac.jp ‘

Password: | 00000000 |

[[] Remember password
Configuration found in Mozilla ISP database
(® IMAP (remote folders) (O POP3 (keep mail on your computer)

Incoming:  IMAP, imap-mail.outlook.com, SSL
Outgoing:  SMTP smtp-mail.outlook.com, STARTTLS

Username:  xxxxxxxx@apu.ac.jp

Get a new account | Manual config Done Cancel

15




(5) As shown below, fill in © Incoming, @ Incoming “Server hosthame”, @
Outgoing “Server hostname”, @ “Port”, ® “SSL"”, ® “Authentication”,
and @ Username; then click either [Done] or [Get a new account].

NOTE: Clicking the “Re-test”

caution not to click this button by mistake.

Mail Account Setup X
Your name: ’ APU Test2 ‘ Your name, as shown to others
Email address: ‘xxxxxxxx@apu.ac.jp ‘
Password: ‘........ ‘
[_] Remember password
Configuration found in Mozilla ISP database
@ (Pprver hostname @)Port @SL @ Authentication
Incoming: | IMAP ¥ |imap-mail.outlook.com ‘ ’ 993 v ‘ SSL/TLS ¥ | Normal password iV
3)

O%oing: SMTP smtp-mail.outlook.com ¥ ‘ ’ 587 v | STARTTLS ¥ Normal password i
Username: Incoming: ‘ XXXXXXXX@apu.ac.jp ‘ Outgoing: ‘ XXXXXXXX@apu.ac.jp

Get a new account | Advanced config Re-test Cancel

® Incoming

Select “IMAP”.

@Incoming “Server

hostname”

Enter “imap-mail.outlook.com”.

®O0utgoing “Server

Enter “smtp-mail.outlook.com”.

hostname
@ Port Select “993” for Incoming, “587"” for Outgoing.
® SSL Select “SSL/TLS"” for Incoming, “STARTTLS” for Outgoing.

® Authentication

Select “Normal password”.

@ Username

Enter your APU email address (including everything after

the ‘@").

button will fail to create the account properly. Please take

16



(6) Click [OK] to close the Account Settings screen.

Account Settings X

vic old xooo@apu.scip Account Settings - <old_000000x@apu.acjp>

Server Settings

Copies & Folders Account Name:  old_xocooox@apu.ac.jp

Composition & Addressing Default Identity

Junk Settings Each account has an identity, which is the information that other people see when they read your messages.

Synchronization & Storage

Faamoe Your Name: APU Test
Security Email Address: | soonooax@apuacip

] X0O0XXBAPU.AC.ip Reply-to Address: | fe o
Server Settings Organization:
Copies & Folders

Signature text: Use HTML (e.g., <b>bold</b>)
Composition & Addressing < =] Leg

Junk Settings
Synchronization & Storage
Return Receipts
Security

8 Local Folders [] Attach the signature from a file instead (text. HTML, or image):

Junk Settings Choose.
Disk Space

Edit Card...
& Outgoing Server (SMTP) || Attach my vCard to messages dit Car

Outgoing Server (SMTP): | Google Mail - smtp.gmail.com (Default) v

Manage Identities...

I oK I Cancel

(7) Make sure that the new account set up in step (5) is displayed on the
left side of the screen. Once you see it, right-click on the new account,
then click “Subscribe” .

= (u] X
B ooxxx@apu.acjp El EI
File Edit View Go Message Eventsand Tasks Jools Help
. Get Messages ~ [ Write ~ @ Chat & Address Book Tag Quick Filter 1+K P =
Trash 2 .
Pk Thunderbird Mail - xxxxxxxx@apu.ac.jp
IHE
TEE ‘ A
Emai
EEBRBTATLA =
Sl [, Read messages
Vg XXXXxxxx@apu.ac.jp I
*, Inb Get Messages Write a new message

Fi Open in New Tab
W %1 Open in New Window

o . : ccounts
vl Subscribe... 1

IR New Folder. View settings for this account

APl Lb Create a new account:
APU

i Sent = Email ) Chat Newsgroups Feeds
7-n17 A=
FUr-k . Create a new calendar
Jv-+
iia Advanced Features
REOBE {,  Search messages
EERA
FER Manage message filters
ARG

v 8 Local Folders Manage folder subscriptions
2 Trash
#, Outbox T  Offline settings

L] [fi] Today Pane A

17



(8)

(9)

[OK].

Subscribe

Account:

Show items that contain:

Folder List

RIEBORE
HIBRBEH (T A
EEA-)
FEERA
REEFHTATA
R

INBOX

Sent

Trash

X00XXXX@apu.ac.jp

Select the folders to subscribe to:

A~ Subscribe

Unsubscribe
Refresh

Stop

K [« & & [<] [&] <] (<] €]

- cance'

Add a checkmark to all your folders, including subfolders; then click

Make sure all your folders are being displayed, then go on to the next

step.

B 0000xx@apu.ac.jp

&, Get Messages |~ I Write ™

Priority
Sent ltems
Trash
7=k
hHE
TE:
EERBTATA
KEA-I
haH XXXXXXXX@apu.ac.jp
% Inbox
TE
B EAERHTATA
EEA-
@ Trash
HIRFHTATA
B Sent
77
7Iy-t
Jv-+lv
529
XE
REOME
EEA
FER
B
8 Local Folders
7 Trash
# Outbox

=

File Edit View Go Message Eventsand Tasks Tools Help

8 Chat & Address Book ag Quick Filte:

Thunderbird Mail - xxxxxxxx@apu.ac.jp

| Email

3 @

Read messages

/ Write a new message

Accounts

View settings for this account

% Create a new account:
=< Email =) Chat Newsgroups Feeds

Create a new calendar

Advanced Features

{, Search messages
Manage message filters
Manage folder subscriptions

% Offline settings

[fl] Today Pane A
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2 - 3. Migrating Email Data from Gmail to Office 365

In this section, you will copy the emails you added to Thunderbird over into Office
365.

(1) If the emails you want to migrate are separated into a number of folders,
for each folder you want to migrate you need to make a folder inside
[Office 365] with the same name.

B4 xoo000xx@apu.ac.jp BE - %
File Edit View Go Message Eventsand Tasks Iools Help
& Get Messages |~ I Wiite |~ W8 Chat & AddressBook | % Tag Quick Filter earch <Ctrl+K =
i old x0000xx@apu.acp
¥ Inbox (677) Thunderbird Mail - xxxxxxxx@apu.ac.jp
Drafts
B Sent =
Groail Email
Apple Read messages
APU
Deleted tems / Write a new message
Follow up
Junk E-mail
L Accounts
Priority
Sent Items View settings for this account
Trash
PUH— % Create a new account:
e = Email ) Chat Newsgroups Feeds
TEE
BEXBTITH Create a new calendar
BRI
VR X @apu.ac.ip
_JET Advanced Features
TEZ
B EERBTATA { Search messages
EBA-N
& Trash Manage message filters
BIBFEHSTAT I
<ok Manage folder subscriptions
Apple
APU o T  Offline settings
el [l Today Pane A

NOTE: To create a new folder, just right-click on the Inbox or the parent folder, then click

[New Folder].

&< xxxxxxxx@apu.ac.jpl
. Inbox —
i Open in New Tab Ac

.lll 3 Open in New Window
P K: Search Messages...

3 Tra! New Folder... IL
=11 Compact

[l Ser Mark Folder Read

- Favorite Folder

=0

J
7Y Properties
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(2) Copy email data from Gmail to Office 365.

«CAUTION>» Be sure to follow these directions and use “Copy to” when you
migrate. You run the risk of losing your email data if migration fails while using
“Miarate to” .

@® Select the folder you want to migrate from Gmail.

@ Select the emails that you want to migrate from that folder. If you want to select
all the emails, select one email in the folder, then hit [Ctrl] + [A] to select all
email data.

3 Right-click on the email data you have selected, then select [Copy to] — [<<

Office 365 >>] — then choose the corresponding folder you created in step (1).

(The example is [Apple] in the [Inbox].)

NOTE: There is a risk of Thunderbird freezing when migrating large numbers of emails, or emails

containing large amounts of data. Please migrate the email data you want to copy in multiple

phases of approximately 1000 emails each. Also, please avoid migrating any single email that

exceeds 35 MB in data.

Apple - old_oooocx@apu.acjp BE - X

file Edit View Go Message Eventsand Tasks Iools Help

& Get Messages |~ [ Wiite |~ W8 Chat & Address Book | @ Tag = | Y Quick Filter Search <Ctri+K pr =
Vi old 000000 @apu.acip | 4y | we Unread # Starred B Contact ® Tags @ Attachment Filter these messages <Ctrl+Shift+K> »
&, Inbox (677) e o . = "
Drafts P T D 2011/04/05 11:15
B Sent Forward as Attachments
YT, -~ Apple 2011/04/18 17:40
Grmail Tog > fremness, S s 2011/04/20 1132
Mark >
) Archive 5 ok 2011/04/29 339
Deleted ltems Aphie 2011/05/02 11:11
Folow up Apple 2011/05/04 18:29
Ak Emall ~ " 2011/05/10 11:06
Misc Inbox
e 201/05/17 11:22
Priority i 2011/05/23 1136
Sent Items ‘
B AERHTATH
Trash e %
= Apple <News,Japsr@insideapple.apple.com
D O—FE—E, M
. 15— & — ‘one. iPad. iFod
Click [COpy tO] TATL £, BIELDT /i REVeoR eldWil W) P-IHT FF—FUELED. 108 43100\ v CEBICE
ot o8 Pk
vig 3 Jy=
e iFed touch, BDEOTL B U1 TT, 9x7w Aol e lapar Biibeppia ko
TRE XE
B XEFBTATA iFhoto T D FILE TP THBSAE BN L, LEORE Appla <News Japan@insideapple appla com>
O EBAN HIRHH7AT L
@ Trash EERA
BIRHBTATA FHAIITRELED, T— L7 1—2(dAople Store, Fik Apple News_Japsr@insideapple apple.com>
B Sent b
Apple iPad 2. BFE, Apple <Naws Japan@insideapple appla.com>
od 2 Lb)EC, JUBR, SRS, UL, HIaf(lE
AR v Dlapple Orlire Store TF (2 AN AZTLL Pad% Apple Online Store TEX 58, HE4 T4 v
. [ | Selected: 10 Total: 10 [{i] Today Pane A

NOTE: Data in Sent Items and Drafts can also be migrated, as you find necessary.
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(3) Make sure that the emails have been migrated to the folders created

step (1).

in

Apple - x000000@apU.ac.jp

File Edit View Go Message Eventsand Tasks Jools Help

&, Get Messages |~ B Wiite |~ ®B Chat & Address Book Y Quick Filter

i old xoooox@apuacip A

# Inbox (677)

% | ** Unread # Starred B Contact ® Tags @ Attachment

CorrcsEondcnts

2l

ad

& Date

Drafts

M, Sent

Y * & Subject

mhonc‘ ot [P0 toUCh T BT E
iPod touch, BOBOILEYMIUYTT,
iPhoto TIFlAY I H VX I P THEBEAEEN U ST,
HBABTELEI, T-WT¥91-7I3Apple Storen,
iPad 2, #75,
iPhone 4, 71 FET L &35,
FLLiMachH &5LELE.
FIVNAI I RAEHEVED, 2HBEIXSEI.
TARFYYATE, HLLMackHoT, iPod touchZ FICANL S,
Get started with Gmail

Apple
Apple
(Gmail] Apple
Apple
Apple

Apple
APU
Deleted Items Apple

Follow up Apple

Junk E-mail Apple

Misc Aoole

Priofty Gmail Team

Sent ltems

OTHOAIOS TS
2011/04/18 17:40
2011/04/20 11:32
2011/04/22 11:05
2011/04/29 3:39

2011/05/02 11:11
2011/05/04 18:29
2011/05/10 11:06
2011/05/17 11:22
2011/05/23 11:36

Trash
Pk
he
FEE
EEFBTATL
WX

Vi XxXxxxxxx@apu.ac.jp

% Inbox

TEE

B REABIATL

U ESA

& Trash
HIRFHT A7

Apple

Unread: 0

Totak: 10 [{1] Today Pane A

(4) Verify the number of emails migrated. Once migration of all

the emails

from a folder is completed, you can verify the numbers by selecting the

migration source/destination folders one at a time and looking on the

bottom-right of the screen to see if the totals match.
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o TARFYYATINGMacE ST, Pod touch&EILAILE, Apple
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EEFHPATL
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The destination foledes
I Apple I
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I Total: 10 I@ Today Pane A
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(5) Repeat Steps (2) to (4) as necessary for any folders you wish to migrate.
Migration of your email data from Gmail to Office 365 should now be

complete.

NOTE: If there are any emails you wish to migrate that you have been unable
to migrate using the above steps, you can create a backup by doing a copy-
paste of the body, then emailing it to yourself.
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