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Outlook Classic
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Outlook Classic

Outlook Classic is recommended desktop app to access email. Outlook
New is currently not supported in GCC High.




Auto Forwarding Emails

Post Migration, you will no longer be able to auto forward emails to
external accounts.




Encrypted Emails

Encrypted Emails will not migrate since the tool is not aware ofthe
encryption keys and cannot read the emails. Certificate bas d encryptio
(S/MIME) will still function as long as the certificate is reuploaded into
Outlook after the migration

Encrypted Emails - For encrypted email that are not certificate-based, users will need to login to the source t
extract content from the encrypted email as needed. To help with this, we recommend users create an Outlook r
that will move Microsoft encrypted emails to a subfolder.

0 Open Outlook on the web

o Click on the geariconin the top-right corner to open the settings menu.

0 Go to “"Mail” and then select “Rules”

o Condition: Message header includes > Microsoft.Exchange.RMSApaAgent.ProtectionTemplateld

o Action: Move to >(name of subfolder)



Meetings With External Users

If you have recurring Teams meetings that include external participants,
you'll need to update them, so that the new Teams link is used.

Open Recurning em

e Open the meeting(for recurring meetings, select Open the entire |\ Thisisgneappoinmentn e
SerieS). () Just this one
ﬂ The entire series
\_ Cancel y

e Make a small edit in the description.

e Choose Send Update

Update




Contact Groups

Contact Groups (personal distribution groups) are Outlook client specific
groups used as distribution groups. These groups will not get migrated
during the M365 tenant to tenant migration. Users can export the groups
before the cutover and reimport Contact Groups after the cutover.

The following steps can be taken to pre cutover to export Contact Groups
from the Outlook client.



Export Contact Groups

1.Double click the Contact Group you would like to export t

a new window.

2.5elect File > Save As.

3.Select Text Only in the Save as type drop down menu and Save the
contact group

File name: | Contact Group

Save as type: |Text Only
Text Only
Rich Text Format
~ Hide Folders Outlook Template
Outlook Message Format

Outlook Message Format - Unicode




Import Contact Groups Post
Migration

1.In Outlook select People from Navigation Bar

File Home Send / Receve View

| fﬂ_New Email ~ ﬁlﬂ Delete ~ [=] Archiv

v Favorites

Inbox

QQ* Sent ltems

Deleted ltems




Import Contact Groups Post
Migration

1.Select the New Contact drop down menu > Contact Group

= MNew Contact ~ ﬁlﬂ Delete I::| Move ~  N| Senc

™ E-mail Message
5

E Appointment

ﬁ Meeting

= Contact

E] Task

R Contact Grou D

o

More [tems




Import Contact Groups Post
Migration

1.Name the Contact Group and then select Add Members > From
Outlook Contacts. |

Io @ v Imported Contact Group - Contact G

File Contact Group Insert Format Text Review

Save & Close m Delete Group RS Forward Group v 2 Members [ J Notes ,Q|_ Add Members ~ I,f?:?

Name  Imported Contact Group [12 From Outlook Contacts

P?l From Address Book

p+ New E-mail Contact




Import Contact Groups Post
Migration
1.0pen the text file you created during the export process,
the members, and press CTRL + C to copy

ect all

File Edit View

Contact Group Name: Contact Group

Members:

Brendan McGovern brendan.mcGovern@summit/. us
Erik Taylor erik.taylorsummit/.us

Ian Eden ian.eden@summit/.us

Vadim 5Sushchik wadim.sushchikf@summit/.us




Import Contact Groups Post

Migration

1.Switch back to Outlook and paste the members in
dialogue box by pressing CTRL + V and then select O

Select Members: Contacts

search: @ All columns () Name only Address Book:
- X |Cc:-ntacts - jared.majors@summit7.us ™ | Advanced Find
Name Display Name Email Address

Brendan McGovern brendan.mcGovern@summit?7.us
Erik Taylor erik.taylor@summit7.us

lan Eden ian.eden@summit7.us

Vadim Sushchik vadim.sushchik@summit?.us|

—



Import Contact Groups Post
Migration

1.Select Save & Close

‘9 @ v Imported Contact Group - Contact Group

File Contact Group Insert Format Text Review

Save & Close ]Eﬂ Delete Group A= Forward Group v 2 Members [ J Notes ,Q|_ Add Members ,Q Remove Member E—i Update No

lame Imported Contact Group

| Name « | Email
R= Brendan McGovern brendan.mcGovern@summit7.us
R= Erik Taylor erik.taylor@summit7.us
R= |an Eden ian.eden@summit7.us
R= Vadim Sushchik vadim.sushchik@summit7.us




