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FYIl: Because everyone trying to follow these slides to set up their new Office 365 K12 email account could possibly
be starting from a different stage, | have designed a set of flow charts for you to follow. Simply ask yourself the
questions in the flow chart and then go to the appropriate slide for your particular situation.

Your new Office 365 K12 email password is tied to your Webtop account. So the password is the same for both.

If you already have a Webtop account, or at some
point in the past signed up for Webtop, even if
you’ve never used it and don’t know the
password, then go to (slide 4)

If have NEVER had a Webtop account, and have
Never signed up for one in the past, then go to
(slide 5)




Do you already have a Webtop Account? “YES”
(If “No” then go to the next slide)

Is it associated with an “Access” email account?

No

Go to (slides 13-17) for instructions to I
claim your new email address J

-

Go on to the Office 365 quick start guide on (slides 22-34)
to get started using Office 365 and to start forwarding your
old “access” emails to your new Office 365 account (if
necessary)

\

Transfer existing information
(contacts and folders)

|

Convergence Instructions
(slides 35-45)

—_

Do you know your Webtop password and

At least 8 characters and contains at least

>

does it meet complexity requirements?

one each: upper case, lower case, and

number... )

v

No

v

To reset your Webtop password follow
instructions on (slides 18-21)

Note: After creating a new Webtop
account or resetting you password it may
take up to 3 hours to login to your new
Office 365 email...




Do you already have a Webtop Account?
“NO”

1

on (slides 5-12)

!

Go on to the Office 365 quick start guide on (slides 22-34) to
get started using Office 365 and to start forwarding your old
“access” emails to your new Office 365 account (if
necessary)

1

Transfer existing information
(contacts and folders)

1

Convergence Instructions
(slides 35-45)

[ Create one using the instructions ]

Note: After creating a new Webtop
account or resetting you password it may
take up to 3 hours to login to your new
Office 365 email...




Creating a Webtop account for the first time?

Go to -- http://wvde.k12.wv.us

GI- l|:—) http:/ fwvde k12w, us/

P~-BEX H-;;gwnEwEbtop

e&/ﬁ v CAULA Department of s Search WVDE Sites

EDUCA lON g g p K-12 Jobs - Teach 21 - School Directory

Webtop
GET A WEBTOP
WEBTOP LOGIN
WEBTOP TOOLS
DOCUMENTATION

FORGOT
USERNAME OR
PASSWORD

YOUTUBE LIBRARY

>

West Virginia Department of Education

WeEBTOR

K12 Portal

What is the WebTop?

The WebTop is the West Virginia K-12 Education Portal. After you login your webtop, you will have access to
21st century online tools that the West Virginia Department of Education provides for educators. All tools are
online and require no installation of software. The WebTop can be used from school, home and it works inside
the WVEIS-Web interface if you have a WVEIS account.

What Tools Are Available?

There is a set of basic tools to which anyone with a2 WebTop has access; there are also specific tools for
different educatlon roles such as teachers, principals, superintendents, etc. For a list of available WebTop tools
visit the We

Click on the button
“GET A WEBTOP”




#1. Type your First and Last
Name in the appropriate
fields

#3. Create a new password for Webtop
and Confirm your password by typing
it again in the Confirm field

Note: This is the same password that
your new Office 365 account will use...

ok
* Wesl Virginia

Department of oY Search WVDE Sites

*ED“CA ION “ ’ b K-12 Jobs - Teach21 - School Directory

Registration

Fill out the form below to get 2 Webtop account. If you are WVDE,
WWVSDB,or OIEP staff, you must provide your Access email address for
verification.

Please note that you are creating a brand new account with a new
password. You should not reuse any password belonging to any of
your existing accounts, Access email or otherwise.

First Name:
Last Name:
Email:

New Password:

Confirm Password:

Tama: |K12Employee [+]

=]

West Virginia Department of Education
1900 Ki ha Boul d East, Charlest: WV 25305

#4- IVI a ke Su re IIK12 E m ployee" (Staff Phone and Email by Name) (School Directory)

is selected and then click the

“Continue” button

picsis ABCDEFGHIJKLMNOPOQRSTUVWXYZ

or suggestions, questions, problems contact the webmaster
Please read our disclaimers

| Bepartment | Teachers | Parents | Students | Community | Data




-k

e&ﬁ V(h j LA Department of #1. Type your Employee ID number..

EDUCA ION - = K-12 Jobs - Teach?21 - School Directory

If you don’t know it, this can be found
on your pay stub

In order to verify your employment in the WV K12 school system, we
need to get a little bit more information from you. Once you submit the
form below we will verify that information against WVEIS.

Employee D (je #2. Type your Date of Birth

901001234):

Date of Birth (YYYY-MM-
DD):

Last 4 of SSN:

Verify My Information
_

Click “Verify My Information”

West Virginia Department of Education
1900 Kanawha Boulevard East, Charleston, WV 25305
(Staff Phone and Email by Name} (School Directory)

Topics: A B C FECHIJKLMNOPORSTUVWXYZ

For suggestions, gquestions, problems contact the webmaster
Please read our disclaimers

State Board | Department | Teachers | Parents | Students | Community | Data




p

N

Once you complete the registration process of Webtop you will get a

\

verification email in your “Access” email inbox. Click on the
verification link in that email to activate your Webtop account

)




Now you should be able to open an Internet Browser and go
back to the Webtop website and log in using your new password

M hia Department of \ Search WVDE Sites

.\

Waﬁ Vi
*EDUCATION ’;

K-12 Jobs - Teach 21 - School Directory

Webtop

GET A WEBTOP

West Virginia Department of Education

R WEBTOP

2 12 Portal

WEBTOP LOGIN

WEBTOP TOOLS
DOCUMENTATION

FORGOT
USERNAME OR
PASSWORD

YOUTUBE LIBRARY







e

Type the Webtop Username and
Password that you just created and
then click the “Enter” button

8 J




o

Once you’ve logged in successfully,
you should get a screen that looks
something like this

O - & 2 < X || [ webtop: jsbragg@wvde.sta... %

J

4 )
If you have never used Webtop before, please
feel free to click on the folders and look
around at the different features.

K ; _ Y,

Don’t forget, it could take up to 3 hours
before your Office 365 account will be
accessible after creating your Webtop
account...

07/18 20:56




If you already have a Webtop account that was NOT originally associated
with your “Access” email address, you will need to re-claim the Webtop
account using your “Access” email address

1553) B ttps:// s le state:w.us/apps/profile/login.php £ - @& ¢ X | B webtop Login x
*

Webtop User Profile

My Information | Change Password | Office365

Jason Bragg (Log Out)

Webtop Login

Log in below with your Webtop username and password in order to
access the Webtop User Profile application. Don't have a Webtop
account? Click here to get one.

User Name
Password

o= |

#2. Login with your Webtop
Username & Password




Click Office 365

Then click Claim

*;Enﬁchﬂﬁil Webtop User Profile

My Information © Change Password Office 365

Status
Office365 M

Beginning in May 2014, the Department of Education is transitioning away from the old Access email system and moving
toward a cloud-based email system hosted on Microsoft Office365. Along with a mail system that provides more features and
areater reliability, Office365 provides users with online collabaration and productivity applications and, for certain individuals,
free downloads of Microsoft Office to use on their computers at home and in schoaol.

At the present time, only individuals employed in K12 education at the state, RESA, district, or school level are eligible for
Office365 accounts. If you registered for your Webtop account using your Access email account then your Office365 account
should already be activated and available for you 1o use immediately. If you registered under a different email addrass, you
may claim ownership of your account hers.

If you are unsure whether or not vou have an Office365 account. vou may check the status of vour account here.

FYI: Often times you will see Office 365 referred to as 0365




*.;HA‘ 'at Wi \..'.'#'lu" eel] webtop User prOfile

My Information Change Password | Office365

Claim Your Office365 Account

d-*-)
If vou already have an Access email address. you can claim your Office365 acc&mt by entering your Access email address
below. If you do not currently have an Access email, you are not eligible to claim an Office365 account at this time

Jdoﬂ _ Daccess. K12 wv L

‘r—"‘_'f_,__,—-—-ﬂ"'}

i Clalz[}

| Enter the first part of your
| @access email address.

|
| Then click “Claim”




Webtop User Profile

=

My Information | Change Password | Officedss

el B (Log Out)

Claim Your Office365 Account

Anemail has been sent to your Access email with further instructions If it does not arnve in your inbox within about 10 minutes

please check your spam folder to make sure it did not get fillered out acadentally.

donotreply@awde k12w

Claim Your K12 Email Address

This email has been sent to you from ¥ ghess "sls wo s 1f vou did not request this:]-, i

Office365 account. -

e
Click here to claim your K12 email address. <—

If the link above does not work, go to the URL below and enter vour claim code.

URL: https//wvde state wv us/apps/profile/office365/redeem php
Claim Code: 9ad33387fb3f2f19858b8878271d331d

This messages asks users to verify
their @access email.

You will receive an email from
donotreply@wvde.k12.wv.us

Click this link. —_
—

__._.--*""'f.".h




You may now use this user ID in office 365.
ign into the Office 365 Platform.

Your password for 0365 is the same as your webtop
password.

AR Webtop User Profile

My Information Change Password Office365

Your account has been claimed
Your new Office365 username and email address is ressey@k12.wv.us

Please allow up to 3 hours for your account to be created

Once you have finished claiming your account and you have allowed
the 3 hours for account creation you should now be able to log into
your new Office 365 Account at




i || ; |F‘ https.//login.microsoftontine.com;loginsrf?wa=wsigninl 0 £~ & Microsoft Corparation,., ox ”E O‘Eﬁ{em . : _lr‘ Sign in to Office 365 | |

] Office 365

Sign in with your organizational account

Connect

™ Keep me signed in

Can't access your account?

Jannng — b




http://webtop.k12.wv.us/password/

(&' X |§' https:/fwebtop.k12.ww.us/password D-@dCX || Eofﬁ,ge%s J E':-‘_S';g.nin_ta(_}ﬁicg_SﬁE | (= WVDE Webtop

Kk Y-
* WM vmgim []epurtmenlu{ . . oy

k|

*EDUCATION “’ A '_ K-12 Jobs - Teach21 - School Directory

Request Password Reset

Enter the primary email address associated with your account below.

Email:
[ Submit ]




Check your @access email. You will receive an email from donotreply@wvde k12, wv.us

Click this link to reach the password reset page. -

Someone has requested a password reset on your account. If this was you, click on the link Dezc:lw:
forward this email to Chris Casto at chns.casto@access.k] 2. wWy.uUs

Your username is e

Click here to change vour password., €

If the link above does not work, go to the URL below and enter your verification code.

URL: https://webtop.k12.wv.us/password/reset.ohp
Verification Code: 44aabf485e13a846e012f1ce303chb37b




Change Your Password

Enter your new password below, then enter it again to confirm. Your
password:

MUST be at least 8 characters long

MUST have at least one number

MUST have at least one uppercase letter

MUST have at least one lowercase letter

SHOULD have at least one non-alphanumeric symbol (ie "l@=$%7-

ATy

If possible, consider using a password vault like LastPass or KeyPass to
generate and store unique and secure passwords for aII of your onllne
services,

Password:
Confirm:

| Submit

Enter a new password, retype the password to confirm, click submit./

Log in to portal.microsoft.com with your @k12.wv.us user ID and new password.

“Please Note: Password resets are automated but may take up to 3 hours to sync
to Office 365.




Getting started with Office 365

Now that we have sorted out your Webtop access you should
be good-to-go for accessing your new Office 365 Email.!!!

7.-J|E.’1Mtifsﬂfng|r' icrosoftonline.com. login s’

http://portal.microsoftonline.com

migninld. 2 = @ Microsoft Corporation... & X

[ sign in to Office 365 H

L . R0

#2. Type your Webtop password

| Verbinden -s¢

bt
& Yhdists pavazati gBlare="

#3. Click “Sign In”

] Office 365

Sign in with your organizational account

jsbragg@kl2.wv.us

™ Keep me signed in

N

Can't access your account?




*

~ . 'nortal.office.com/IWGetStarted15.aspx?DisablelWLanding =true
=i Apps $8% FCB I FCBOE [ ') LSTSERV || SchMsg K3 Follett () Karma [1 GBP N Metflix [f7] Office 365 SEQUEL 455 5.5.

1] Office 365

Get started with Office 365

@

online

Learn what you can do with Office 365

Your apps are listed in the menu at the top right.

Click on “Outlook” to go to your new email.

communicatuocn
Use Lync for online meetings, IM, and to
share your desktop,

]

onnect it to Office

emal

Learn how to use Outlook Web App or
Qutlook, and import your e-mail and

contacts.

Share aocuments

Save documents to OneDrive for Business
and collaborate with others,

Outlook Calendar People

U

Phone & tablet

Set up Office 365 to work on your
mohile device

Watch the video

Welceme to Office 365

Learn more about Office 365

Get started with Office 363
Set up your Mac or iP ad for Office 363
Change your account settings in Office 365

(7] Other bookmarks

OneDrive Tz Jason Bragg - o3

t's all about you
Go to Office 363 settings to change your
personal settings or download software,

Tof 3




The first time a user launches an Office
365 web app, they will be asked to set
some preferences. Select the

appropriate language and time zone,
then click “Save.”

Outlook'Web App

English (United States)

(UTC-05:D0) Eastern Time (US & Canada)




This is what your new Office 365 Outlook Inbox will look like... A list of email messages

appear here

Eﬂ Jason Bragg - Outlook We x
- C f & htpsy//outlook.office365.com/o realm=k12.wv.us#path=/ma 19 =
1 Apps 88 FCB () Discover o Citi [ FCROE [} LSTSERV kg] SchMsg B3 Follett () Karma [3 - Price365 O SEQUEL & 58, (] Other bookmarks

Outlook lendar People OneDrive Tasl JasonBragg ~ & 2

@ new mail fa verify graduation date

€ REPLY €€ REPLYALL =3 FORWARD (=%

« . . . . mark as unread
Rebecca J. Browning <rbrowning@newriver.edu>
4 Favorites ‘ i Fri 7/13/2014 9:00 A
~ Rebecca J. Browning
Verify graduation date
Archived Mr. Bragg: Icouldn't get anyane at Oak Hill HS ...

Inbox

R To: [jsbragg@accessklwv.us,
ListServ Auto Response Gossett Sgt Brandon A
Transcripts

» People Good Morning Sir, 1am the Marine Corps Recrut.. Bing Maps ActionTtems + Get more apps

Compose a new
email with this
Icouldn't get anyone at Oak Hill HS to answer the phone and I need to verify a graduation date for Levi J Burgess, who

b tt Drafts YESTERDAY graduated from that high school in 2012. Can you help me with this? I was given your contact information. I just need a
U 0 n graduation date, there is a gpa on the transcript. We need this information to fully admit him to college. Thanks for your
Karen Shott assistance.
) Deleted ltems 21 Transcript Thu9:21p

. Please send transcript for the following student: ... Rebecca Browning

Archived Records Assistant I

Conversation History Samantha Wilson P New River Community and Technical College

’ Nicholas County Campus

» Transcript request Thu 7:03p 6101 Vebeter 2d

Mr. Bragg, Thank you. Here is the address, 405 Fa... ebster

- Summersville, WV 26651

Junk Email [1] Fhone: 304.883.2438
Lee Jones Fax: 304.872.35687

Master Schedule changes needed for the 200 Thu 2:29p rbrawning@newriver.edu
Jason Please see Teacher changes needed for Ma...

Donna Jones
Principals Mr. Bragg:
It is that time once again to update the principals ..,

4 Jason Bragg

Inbox

Sent Items

Junk

ListServ Auto Response

Motes

[l Pamela Lucas
Sent MVEIS Green Screen not working Sincethe L Thu11:51a
Jason, 1am having this problem. I cannot access ...
Trash
Jean Cavalier; Ted Dixon >
¥ summer professienal development Thu1l:1la
Thanks, Ted. I have notified Ms. Freeman that Ms...

swrhodes@access.k12.wv.us
WVEIS Green Screen notworking Sincethe L Thu 11:09a
Jason, Jeanette Redden took Kim Armstrong's Sth...

WEDNESDAY
Jean Cavalier

» New Elementary Principals
Jason: Melissa Harrah and Marsha Bishop have ...




h=/mai w @
) Karma [ GBP N MNetflix [{7] Office 365 SEQUEL &5 s.5. [ Other bookmarks

Outlook Calendar People OneDrive Tasks aes JasonBragg~ @ ?

Verify graduation date

€= REPLY €6 REPLY ALL =3 FORWARD

. . . mark as unread
Rebecca J. Browning <rbrowning@newriver.edu>

Fri 7/18/2014 9:00 AM

To: Ojsbragg@access.kl2.wv.us;

BingMsps | Action ltems + Get more apps Reply and Forward options

are available in the top right
of each message

Mr. Bragg:

I couldn't get anyone at Oak Hill HS to answer the phone and I need to verify a graduation date for Levi J Burgess, who
graduated from that high school in 2012. Can you help me with this? I was given your contact information. I just need a
graduation date, there is @ gpa on the transcript. We need this information to fully admit him to college. Thanks for your
assistance.

Rebecca Browning

Records Assistant IIT

New River Community and Technical College
Nicholas County Campus

6101 Webster Rd

Ssummersville, WV 26651

Phone: 304.883.2438

Fax: 304.872.3587
rbrowning@newriver.edu




ath=/mai
() Karma [ GBP N Metflix [{7] Office 365 SEQUEL £ SS.

Outlook Calendar People OneDrive Tasks ...
=E4 SEND » DISCARD [y INSERT & APPS
To: O Rebecca ). Browning <rbrowning@newriver.edu=;

Cc:

Subject: RE: Verify graduation date
Calibri - |12 - B

Thank You,
Jason Bragg

Send, Discard, and Insert (attachment)
buttons are located at the top of all

Fayette County Schools, WV

outgoing messages.

From: Rebecca J. Browning <rbrowning@newriver.edus
Sent: Friday, July 18, 2014 8:59 AM

To: jsbragg@access.k12.wv.us

Subject: Verify graduation date

Mr. Bragg:

I couldn't get anyone at Oak Hill HS to answer the phone and I need to verify a graduation date for Levi J Burgess, who
graduated from that high school in 2012. Can you help me with this? I was given your contact information. I just need a
graduation date, there is a gpa on the transcript. We need this information to fully admit him to college. Thanks for your
assistance.

Rebecca Browning

Records Assistant IIT

Mew River Community and Technical College
Micholas County Campus

6101 Webster Rd

Summersville, WV 26651

Fhone: 304.883.2438

Fax: 304.872.3587

rbrowning@newriver.edu




So now that you have started using your new Office 365 mail you will probably
want to forward your old “Access” emails to your new email so you only have to
check one account.

#1. Open up a browser and go to

Ak - -
A wrg p Ly
* W, \/m,gum, S—— :
. g K-12 Jobs * Teach21 * School Directory

*EDUCATION

ABOUT EMAIL EMAIL FORMS EMAIL TOOLS ACCEPTABLE USE

WVDE Webmail

ORACLE'

Welcome to Convergence

e

Usernarme: ;Jsbragg@access k12-

Password: |sssees ]
sim|
ORACLE"

Copyright A® 2010, Orade and/or its affiiates. All rights reserved. Use is subject to
license terms,

English




Options

Inbox

An Imp

FY15 Ind

Verify gl

Tran

End of ¥/
FW: P,




General

General
Language:

Change Password

General
Layout
Local Account Order;
—% Forwarding Delimiter:
i Mail Filters
4 ‘acation Meszage
|dentities

|8 Local Account

External Accounts

Egl MNew Account
Service:

Date Format:

Time Format:

Englizh

ME/DDNAY

(%) MM DD Y

! Hyphen

(=) 12 hour

Mail




#1. Click to put a check in the box for ] ]
“Enable automatic forwarding” #2. Type your new Office 365 email
address here

Forwarding

General [¥] Enable automatic forwarding
i Change Password

jsbragg@k12.wv.us
' General

Layout

F
Separate multiple addresses with commas
Local Account
=8 Forwarding

T wmail Fiiters

|:_’j Keep a copy of the message

ap Local Account

External Accounts
e Mail 181
[T Address Boak

—_—

7

#4. Once you have complete the
configuration, click the “Save
Preferences” button




At this point some users will also choose to set up an auto-reply message to let anyone sending an email to their old “Access”
email address know that they have switched to a new email address.

Vacation Messa...

# General [C] Enable auto-reply
i« Change Password

To set an auto-reply message click on the

X% General

a6 S “Vacation Message” button

Local Account End Date:

Hours between replies: 300
Identities

_2‘, Local Account Each sender will receive an automated reply to their first message. The value determines how often they receive
a reminder. Hours between replies should be a positive integer betweasn 1 and 300.

External Accounts
=3 New Account

Subject:

Message to co-workers!

Wessage to other senders:




#1. Check to “Enable auto-reply”

#3. Set this to
Vacation Hesse.. the max of
300

Auto-reply to Incoming Ma This form contains unsaved changes

Enable auto-reply

#2. Enter a “Start date” and “End date”.. R
| would recommend setting the end date - "
for at least a year into the future

#4. Type a Subject

End Date: 071818

How Often Individual Senders Receive /1 Automated Reply
Hours between replies: 300

Each sender wil receive an automated reply to their first message. The value determings hov Y TECEive
a reminder. Hours between replies should be a positive integer between 1 and 200.

Auto-reply Message

#5' Type the Same message into Subject My Email Address has changed...
the tWO message bOXeS... lMessage to co-workers My email address has changed, please update your records

g

Iessage to other senders: My email address has changed, please update your records
to my new email address jsbragg@k12. wv.us

#6. Click the “Save
PrEferenCES” button Save Preferences | | Cancel




e

&

Once you have completed the settings on the previous slide all new emails that you
receive to your OLD “Access” email address will get forwarded to your new Office 365
email address and also at the same time an auto-reply message will go back to the
sender letting them know that you have changed your email address...




How to move old Emails from Convergence to Office 365

If you have an important collection of old emails and custom folders in
the Convergence system and you want to move it all to Office 365. First
log into your Office 365 account at

~

e(- J [?"1 http=//login.microsoftonline.com/login.srfiwa=wsigninl.08irpsnv=38ict=1405738680 &y P~CX | rﬁ‘ Sign in to Office 365 »

] Office 365

Sign in with your organizational account

jsbragg@kl2.wv.us

™ Keep me signed in

Verbinden  -n«¢ AN

] . ; 1 %
A & o Can't access your account?
Yhlista povezati 2NNy joil8 3
. i IF - L_E.F




People OneDrive Tasks «--

aduation date

#1. Click the
“Outlook” button

Refrash

Set automatic replies

#3. Click on “Options”

Change theme

Options e
.Ill—lJ

ttings

\S




s outlook.office365.com/ecp/Trir=owaflowaparam=modurl %3008 p=account D

[ Office 365 Click on “Connected Accounts”

options my account connected accounts

account

Mailbox Usage

145.77 MB used. At 49.5 GE you won't be abie to send

rmail,




EIOfﬁceSSS Outlock Calendar Pecple OneDrive Tasks ... JEERVOEIEGER SN o

©

cptions my account connected accounts

If you have multiple email accounts and want to interact with all your mail in one place, click New. To forward your mail to another account, p forwarding below
account

You can connect your Outlook Web App account to your other email accounts. This lets you use your QOutlook Web App account to send and receive mail from the connected accounts

&
' Name

There are no items to show in w5




new account connection - Window ernet Explorer

p

Type your “Access” email
address and Convergence
password and then click “Next”

|

ffice3d5.co PersonalSettings/NewSubscription .8




You will get this error message
This is normal




(=2 New IMAP Account Connection - Windows Internet Explorer

Type your “Access” account
information as shown and then click
“Server Information”

\ v




(= New IMAP Account Connectian - Windows Internet Explorer F

|E‘__‘l https://outlook office365.com/ecp/PersonalSettin

/NewlmapSubscription.aspx

New IMAP Account Connection

wunt information

*Incoming server:
) E 5

. access.kldwvus

v server informat

Authentication:

see the Help
the ¢

¥

cancel

woffice365.com/ecp/PersanalSettings/NewlmapSubscription.aspx

#100% ~




You should get this message now stating that
your old account is now connected. Click

u ” .
. e e OK" to continue
‘_%:- Mew IMAP Account Connection - Windows Internet Explorer e

|E§1 https://outlook.office365.com/ecp/PersonalSettings/MNewlmapSubscription.aspx

New IMAP Account Connection

account infarmation *Incoming server:

» server informati

information

Your accounts are now connected. You'll see mail from your other
account soon.




/ Even though this IMAP connection will “fetch” emails from @access, most users will probably still \
choose to forward @access mail to Office 365.

Once all your email is copied to Office 365, you may choose to disable the IMAP connection. Leaving

the IMAP on for now will not cause any problems. However, when the @access system is taken down,
you may start to see errors from Office 365 stating that it can no longer communicate with @access

\ email. Therefore, we suggest removing the IMAP connection once mail migration is complete. /

Olllcok Calendar Poople  OneDrive  wes | 8 :;E,!
| ' -

Refresh

( Set autematic replies

Display settings

To remove your IMAP Click the small gear next to your name. __—
connection to the old @access
Convergence system Then click "options” Change theme

\ = QOptions

Office 385 zettings

Fanage apps

Offline settings




My aCCcount connected accounts

Click “connected accounts” then
click the small trash can.

i you have multiple email accounts and want to interact with all your mail in one place, chick Mew. To forwa

You can connect yvour Cutlook Web &pp account to wour other email accounts, This kets vou use your Cutlo

[ nt Mame

warning

A” Df ‘*I"Gur mall W|” Stav [n f @access.kldwvus" |5 set as your default reply address
you won't be able to reply to messages using that address anymore.
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Migrate Google Calendar to Outlook

Two Methods — both have pros and cons:

Open Method

Open Google Calendar
Click the drop down next to the calendar you wish to work with
Go to Calendar Settings
Scroll down to the “private address” line and click the green ical button
Copy that link
Open Outlook Calendar (web or client)
RIGHT CLICK on the words “My Calendar™ on the left side
. Click *“Open Calendar™
9. Paste the link from step 5 into the box that says “Internet Calendar™
10. Click Open
11. Wait about 10 seconds

The Pro of this method is that it establishes a one-way link between the two calendars. I the
Google calendar changes it will be seen in Qutlook.

The Con of this method is that the Outlook copy will be read-only. A work around is to change
this new Outlook calendar to “list view™, select all events and drag them to another Outlook
calendar. This is a bit clunky.




Import Method

Open Google Calendar

Click the drop down next to the calendar you wish to work with

Go to Calendar Settings

Scroll down to the “private address™ line and click the green ical button
Save that file to your computer (don’t just copy the link)

Open Outlook calendar (client only)

Click FILE = OPEN & EXPORT - Import/Export

Choose “Import an iCalendar (ical)

The Pro of this method is that it creates a one time, snapshot import of the events in the Google
calendar. The new Outlook calendar is fully editable.

The Con of this method is that no link is established. Updates to the Google calendar will not be
reflected in Outlook.




Some of screen shots for this presentation were acquired from the WVDE
Office 365 Support page and from RESA 4 documentation.

The state Office 365 support page offers this and much more support
information for your new Office 365 system!

http://wvde.state.wv.us/office365







