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outlook, email

Migrate Outlook IMAP accounts to new email server

e close Outlook
e Right-click on Start and then click Run
Search

Run

Shut down or sign out

e type control and then click OK, to open Control Panel

J Run X
=7 Typethenameofa older, document, or Internet
=4 resource, and Wi pen it for you,
Open: EDr‘ItrEI' ) W
oK Cancel Browse...

o

e In control panel, search mail, then click on Mail (Microsoft Outlook xxxx)

e s T —

2] mail - Control Panel ‘ - C
— ~ 4 [EH » Control Panel » v | 0 mai‘
{* @ Mail (Microsoft Outlook 2016) Q
¥

0'3&&-—c'1 Windows= Help and Support for "mail

()
e Click Email Accounts
o Make sure your account is IMAP type
o If you have multiple email accounts, some POP3 and some IMAP, make sure we do this operation on IMAP
accounts only.
o Please read this for Migrate Outlook POP3 accounts
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A Account Settings

Email Accounts
You can add or remove an account, You can select an account and change its settings.

Email Data Files RSS Feeds SharePoint Lists Intermet Calendars Published Calendars Addres

@'}{- T §

MName Type
@iderek@sxinet IMAP/SMTP (send from this account by default] |

& New... W Repair

e For IMAP accounts, we must backup existing emails before changing account settings
e Open Outlook, click File > Open & Export

;
Open

Open & Export
Open Calendar

Save As - Open a calendar file in Outlook (.ics, wq

Open Outlook Data File

Open an Outlook data file [.pst).

Office
Account

Import/Export

Import or export files and settings.

Options

Exit

Other User's Folder

Open a folder shared by another user.

e Choose “Export to a file” and then click Next
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Import and Export Wizard

Choose an action to perform:

[ ExEnrt R55 Feeds to an OPML file

Import a VCARD file [wcf)

Import an iCalendar (.ics) or vCalendar file [.ves)
Import from another program or file

Import RS5 Feeds from an OPML file }iﬁ
Import R5S Feeds from the Common Feed List

N

NV

Description
Export Qutlook information to a file for use in IEf)'
other programs.

s

< Back Cancel |

o= T
e Choose “Outlook Data File (.pst)” and then click Next

Export to a File

Create a file of type:

=)

Cancel |

o & THlT

e Choose the IMAP account and then click Next
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Export Outlook Data File

lect the folder to export from:

v T3 derek@sxl.net
- ! Inbox (1)
I.s Drafts
[+ Sent
> [ Trash
2 10_TODO
4.8 Calendar (This computer only)
[&°] Contacts (This computer only)
= i
-15 Juum?l (This computer only) e ﬁ;
@ Junk [45] b
This comouter onlvl

Filter... t.ﬁ?.
- EHE

Net> |  Cancel

SEET.

o

_ - CFIEAN ST TN E, IR R &S

e In Save exported file as, click Browse, and give a name to your backup file (I name mime as derek-backup.pst)
I [ Open Outlock Data Files X

1 &« - P « accounts » Documents » Outlook Files v D Search QOutlook Files 2

|4

Organize » New folder Bz ~ o

E This PC MName Date modified Type

P j 3D Objects backup.pst 30/4/2025 9:07 pm Outlook Df
Il Desktop
) Documents
¥ Downloads
j Music

=| Pictures
B videos

‘s Local Disk (C:) A
1 & Google Drive (G:)

AL I FRER

W >

" File name: Idefek-hackup.pst
Save as type: Outlook data files (*.pst)

~ Hide Folders Tools ~ oK Cancel

o 1IN
o If you have multiple IMAP accounts, it is important to rename the backup file, so that later export will not
overwrite previous ones.
e Click Finish to start the export
e Do not input any password, just click OK.
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Create Outlook Data File x

Add optional password

Password: | | |

Verify Password: | |

|:| Save this password in your password list

1

o
e After export is finished, we begin to change the server settings.
e Close Outlook
e Go back to the previous Control Panel > Mail settings
e change both Incoming and Outgoing server to h12.hksx.com
e and then click More Settings
" (P Change Account X
1 POP and IMAP Account Settings
Enter the mail server settings for your account.
i
User Information Test Account Settings
Your Name: Derek Chan We recommend that you test your account to ensure that
the entries are correct,
Email Address: derek@sxl.net
Server Information
Test Account Settings ...
Account Type: IMAP
1 “incoming wal seves e [] Automatically test account settings when Next

is clicked
Outgoing mail server (SMTRR: h12.hksx.mm|

Logon Information
User Name: derek@sxl.net
— Mail to keep offline: All
Eﬂsswold: EEAEARAKRNS '
Remember password

[[] Require logon using Secure Password Authentication

S 5

o More Settings ..

< Back Next > " cancd | [ Helo

e make sure Outgoing Server is set to > Use the same settings as my incoming mail server (this is same as before)
POP and IMAP Account Settings

Enter the mail server settings for your account.

(A Internet Email Settings X
Us€ General Outgoing Server Advanced Setti
o4 Aty gutgoing server (SMTP) requires authentications ':"c;*:
Em @gse same settings as my incoming mail server
Sa () Log on using
& Mame It Set
&:c - d
.-'____'. '-_|_: 1
_||'|C = | atica
Remember password ed
. O Require Secure Password Authentication [SPA)
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e On the Advanced Page
o set Incoming server (IMAP) port to 993 and SSL/TLS
o set Outgoing server (SMTP) port to 465 and SSL/TLS
o If your computer / outlook is older than 10 years, or you are using different product, you may need to try
different port.
= |ncoming Port 993 SSL, or Port 143 None SSL
= Qutgoing Port 465 SSL, or Port 587 STARTTLS, or Port 25 None-SSL
= Click OK and Next
e Outlook will test connection, normally you will see this:

Test Account Settings

Congratulations! All tests completed successfully. Click Close to stop
| continue,

Tasks Erraors

Tasks Status

\/ Log onto incoming mail server [IMAP) Completed
\/Send test email massage Completed

[e] i R =
If cannot pass this test, you can
o 1. make sure your password is correct (try login WebMail)
o 2. try different connect ports/SSL combinations (see above)
Click Close and Finsih
Open Outlook again
After Send/Receive once, you will see all your previous emails disppeared. but don't worry.
We have to import the previous backup now.
Click File > Open & Export > Import/Export
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Infa

Open & Expor
1

Save As

Office
Account

Options

BExit

Open Calenda

Open a calendar file in

Open Outlook

Open an Outlook data

Import/Export

Import or export files a

Other User's Fg

e choose “Import from another program or file” > Next

Import and Export Wizard

o

e choose Outlook Data File > Next

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file [.wvf)

Import an iCalendar [.ics) or vCalendar file [wvecs
Import from another program or file
Import R55 Feeds from an OPML file
Import RSS Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [(PST) and text files.

< Back Next > Cancel

el
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Import a File

Select file type to import from:

Outlook Data File (,pst)

« Back Next > Cancel

o i |
® Browse to the previous backup file > Next
—i

Import Outlook Data File X

File to import
"ents\Outiook Files\derek-backup.pst
Options
@ Replace duplicates with items imported
(O Allow duplicates to be created
(O Do not import duplicates e

| <Back | Net> | Cancel

o s i i
e Choose Import to the same folder > Finish
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A Import Outlook Data File X

Sglect the folder to import from: prof

= Qutlook Data File

etti

Include subfolders Eilter...

() Import items into the current folder

@ Import items into the same folder in:

derek@sxl.net o it €

=4

< Back Cancel

o T
e Wait until import finished
e All your previous emails come back.
¢ |f you have other computers, laptop, hand phone using the same IMAP account
o you only need to delete the previous account, and then add a new account with new server settings.
o all your emails will come back.
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