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Email

When you use Microsoft Outlook 365 here at SGUL, your email messages, calendar, tasks
and other items are saved on the Microsoft exchange server. The following document
explains how to make a backup of this in order to move this information to a local pc for use
once your account closes. You are only able to make this backup using the Outlook desktop
client found under the Microsoft Office program group on SGUL Windows pc’s.

Exporting your SGUL Outlook email to an Outlook Data File (.pst) to save your
information.
1. Login into your SGUL Outlook desktop client

Click File

2
3. Then Open & Export
4 Click on Import/Export

Open

Open Calendar

Open Qutlook Data File

Import/Export

Office Account

Options Other User's Folder

Exit

5. Click Export to a file
6. Click Next


http://s3.amazonaws.com/digitaltrends-uploads-prod/2015/08/outlook-header.png

Choose an action to perform:

Exe-ort R55 Feeds to an OPML file
4

Import a VCARD file (wcf)

Import an iCalendar [.ics) or vCalendar file {wcs)
Impart from another program or file

Import R55 Feeds from an OPML file

Import RS5 Feeds from the Common Feed List

Description

Export Outlook information to a file for use in
other programs.

7. Select Outlook Data File (.pst)
8. Click Next
9. In this screen you can select which files you want to back up. Most of the time you'll

want to do a complete backup of the files for your SGUL account. To do this, simply
click the SGUL email address (the first item in the list), then click “Next.” Skip the next
section if you’re ready to continue.

Export Outlook Data File

Select the folder to export from:

4 |FRusername@sgul.ac.uk

Inbox (1092}

i#) Drafts

[ Sent Items

5] Deleted Items

ﬁ Calendar

[&7] Contacts

(% Journal

[© Junk E-mail
Notes

ra1 Qutbox

Include subfolders

< Back Cancel

10. The next screen allows you to select the location and name of your backup file. For
this example we’ll put it on the Windows desktop, but you can place the file in any
local folder including on a USB stick providing there is enough free space. Click
Browse, then navigate to the folder you want, name the file, then click OK. The
browser window will close.


http://icdn3.digitaltrends.com/image/outlook-export-to-a-file-640x427.png

Save exported file ase

C\Users\agpie Desklop\badkup.pst
Opticns

(%) Replace duplicates with items exported

() ANawr duplicate items to be created

'::'Clo nat export duplicate tems

BB Open Outhook Data Files

4 Bl = Users » aggie » Desktop »

Organize « Mew folder

-

B8 This PC balsbolks
B Desktop & Drophex
Z Publisher links
4| Documents

Reviews
& Downloads Safe
i Music 87| backup
= Pectures

i Videos

am Windows {C) v

File name: | backup

Save as type: | Outlook data files

= Hide Folders

11. Click “Finish.” You can add a password to this file for extra security or leave both
fields blank if you don’t want an assigned password. Click “OK” to create the backup
file. It may take a while if you have a lot of emails stored in Outlook.

Remember, this is not a live file: it will not record or backup any emails that you receive or
send gafter you create it.


http://icdn7.digitaltrends.com/image/outlook-desktop-900x600.png

Importing your SGUL Outlook email (.pst) into a non SGUL Outlook desktop client.

The process for importing PST backup files is similar to creating them. In Outlook 2013 and
2016, from the main Outlook window,

1. Click File
2. Then “Open & Export
3. Then “Import/Export” to open the Import and Export Wizard again.

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to afile

Import a VCARD file (wef)

Impart an iCalendar [.ics) or vCalendar file [wes
Impart from another program or file

Import R55 Feeds from an OPML file

Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Qutlook
data files [.P5T) and text files,

< Back Cancel

Click Import from another program or file.

Then click “Next.”

Select Outlook Data File

Then click “Next” again.

Click “Browse,” then navigate to the file you want to import, either on the local
machine, external storage, or somewhere on a connected network. In the Options
area of this screen, you can choose to replace duplicate emails and contacts with
imported items, allow duplicates to be created, or simply not import duplicates.

© N o u bk


http://icdn9.digitaltrends.com/image/outlook-import-640x427.png

File to import
ChUsers\aggie\Desktopi\backup.pst Browse...

Options

@ Replace duplicates with items imported
DAIIGW duplicates to be created
CI Do not import duplicates

If the backup you’re importing from is newer than the emails you currently have in Outlook,
select “Replace duplicates.” If the backup is older than the current emails in Outlook, select
“Do not import duplicates.” There’s generally no need to select “Allow duplicates to be
created” unless you know you need specific information from both the old and new files.

9. Click “Next” when you’re ready.

Select the folder to import from:

| v |5 Outlook Data File
5] Deleted Items
5] Calendar
[27] Contacts
Drafts

... AN

[ Indude subfolders

O Import items into the current folder
(® Import items into the same folder in:

Email@account.com

< Back Finish Cancel
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In this screen you can select which folders to import and to where you want to import them.
If you're importing all the information from an account, just click “Outlook Data File.” You
can also select individual folders or filter the file, just like in the Backing up your Outlook files
section above.

Click “Finish” when you’re ready. If you set a password on the file you’ll have to enter it
here. That’s it! Your emails and other settings will appear in Outlook once the import
process is finished.

Forwarding your SGUL email to another account.

In your absence you may have a colleague taking over the responsibility of your role or you
might just like to forward your email to your own private external email account. In both
cases setting up email forwarding is easily done in the Outlook web client.

1. Login into your web based Outlook email client here https://outlook.sgul.ac.uk/
2. Open Settings by clicking on the ‘gear’ icon

3. Scroll to the bottom of the menu and select Mail

4, On the left hand side under Mail \ Accounts click on Forwarding

5. Select Start forwarding

6. Supply the email address you’d like to forward your SGUL email onto.

7. Select whether or not to keep a copy in your email account

8. Click Save.

Setting up an automatic reply on your SGUL email account.

You might like to leave an automatic reply stating that you have now left SGUL and leave relevant
information in this regard.

1. Login into your web based Outlook email client here https://outlook.sgul.ac.uk/

Open Settings by clicking on the ‘gear’ icon n

Select Automatic replies

Select Send automatic replies

Complete the relevant start and end dates and insert the information you’d like to
reply with.

6. Click Ok at the top.

vk W


https://outlook.sgul.ac.uk/
https://outlook.sgul.ac.uk/

Bookmarks

Backing up Internet Explorer bookmarks
1) Click Start

2) On the right hand side of the Start Menu, you'll find “Computer”. Click it.

3) Double-click the C: drive.

4 Hard Disk Drives (3)
0SDisk ()

b 86.4 GB free of 237 GE

4) Double-click the “Users” folder.

5) Double-click the folder with your username as its name.

Your Username

6) You'll find a folder called “Favourites”. This folder contains your Favourites. To back it up, simply
make a copy of it. You can copy/paste if you prefer to use this method.

.L_
=

Favarites



Backing up Firefox bookmarks
1) Open Firefox.

2) Click the “Bookmarks” menu item.

@ WMozilla Firefox Start Page - Mozilla Firefox

File Edit View History Tools Help

| @ Mozilla Firefox Start Page

3) Click “Show All Bookmarks”.

x \ ot

&J Firefox | Search or enter address &

arch

’
@ Mozilla Firefox Start Page - Mezilla Firefox

File Edit View History |Bookmarks| Tools Help

_,-" ‘ Mozilla Firefox Start

Gh ow All Bookm arké)

&) Firefox | Search g

|2} Most Visited = Latest

Bookmark This Page
Subscribe to This Page...

H  PRnnkmarks Trnlhar

4) Click the “Import and Backup” button.

,
@ Library

= = Ll Organise~ = Views~ (E Import and Eackup*)

P '~ History
3 Downloads

o Taas

5) Click “Export Bookmarks to HTML”

Mame

| |'EH Bookmarks Toolbar

=T Bonkmarks Menu

Ctrl+5hift+B

Ctrl+D
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thd [ g2 Import and Eackup*] | Search Bookm
E Backup... |
|_ Restore y L

Import Bookmarks frorm HTML...
I (Export Bookrnarks to HTML..)

Import Data from Another Browser...

6) Choose a location to save to, give the file a name (Firefox will automatically choose
“bookmarks” as the name), then click Save.

-
@ Export Bookmarks File

©UV| . » Backup - | . | | Search Backup
W -

Organize v Mew folder

¢ Favorites MName Date modified Type Size

Bl Desktop
4 Downloads

= Mo items match your search.

=] Recent Places

. SpiderQak Hive
%3 Dropbox

J Sync
#& OneDrive for Bus

7l Libraries
@ Documents -

| Filename: bookmarks J

Save as type: IHTML Files

(| '+ Hide Folders Save
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OneDrive for Business

Your SGUL account will be closed after your last day at St. George’s University of London (SGUL).

After that you will no longer have access to your SGUL account. This includes any data stored in your

OneDrive for Business (ODfB) folder or in the OneDrive for Business web app outlook.office365.com.

If you have stored any data in your ODfB directory you will need to copy that data to another

location, such as an external hard drive or USB, before your last day.

Backing up your ODfB from a SGUL PC

Each staff PC has ODfB preinstalled on it which stores a local copy of your ODfB data.

1. Login to your primary SGUL staff PC
2. Navigate to C:\Users\<your username>.
3. Right click the folder titled “OneDrive — St. George’s University of London”.
4. Click ‘Copy’.
5. Navigate to the folder where you would like to backup that data.
6. Paste the ODfB folder into your backup location.
7. Follow steps 2-6, but selecting the “OneDrive for Business — Unsynced Changes” folder in
step three.
InstallAnywhere
; Cut
W Links
Copy
| My Documents
B My Music Create shortcut
. Delete
Y FICTUres Rename
8 My Videos
P rti
@ OneDrive - 5t. George's University Of London foperies
Additional Information
Syncing

Before backing up your ODfB folders you will want to make sure that the folders are up to date. You

can check this by hovering your mouse over the ODfB icon in your system tray.

OneDrive for Business - Up to date

If the folders are not up to date you can force syncing by right-clicking the ODfB icon and selecting

‘Sync now’.
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Repair
If you find that your ODfB folder is displaying an error in attempting to sync you can try running a
repair by right-clicking the ODfB icon and selecting ‘Repair’.

Open your OneDnive for Business folder

Sync a new library

Sync now

Pause syncing

View sync problems...
Stop syncing a folder...

Manage storage

Help
Exit




Personal Files

Once your account is closed you will not be able to access anything stored on your SGUL PC. This

document will show you the major areas your files are likely to be stored and items you are likely to
wish to keep.

All files are easiest found in Windows Explorer. This is accessible
from the start menu, select “Computer” from the right hand
side.

~7 Active Directory Users and
7 Computers

e
Configuration Manager Console Stephen Brown

Documents
adl Remote Assistance

‘ Downloads
@ Mozilla Firefox = e

Recent ltems

) MuseScore 2

Computer
,§’ PuTTY

- Control Panel
PN dobe Reader 10

.: Panopto

> AllPrograms

Devices and Printers

Help and Support

| |Search programs and files

Once found items should be stored on external storage i.e. a USB, external Hard Disk or an online
storage facility.

Desktop

Some users store items and documents on their desktop. This is accessible from the left hand menu.

Icons on the desktop will not work once
%'_ fecitonagh transferred.
Organize « Include in library = Burn New folder
Documents
Again accessible from the same left hand
5 » Libraries » Documents » menu, this is the default place all your
Organize v Share with v Burn New folder office files etc. are saved.
Sticky Notes
+ »  Some users make use of Window’s Sticky Notes.
Example
Sticky Note In order to save these you will need to navigate to

%AppData%\Microsoft\Sticky Notes

The easiest way to do this is to copy and paste the above link into the top bar of the windows
explorer window.
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This will open the path shown below (for your own username). You need to save the file inside.

e e
|
)v . v Computer » OS5Disk (C:) » Users » stbrown » AppData » Roaming » Microsoft » Sticky Notes

lze ¥ Include in library + Share with + Burn Mew folder
=
. Name Date modified Type Size
avorites

Desktop || StickyMotes.snt 04/08/2016 11:18 SNT File 26 KB

Equally, once you have a PC you wish to restore these on:

1. Copy and paste the same link on your new PC
2. Replace the file already there with your backed up one.

PLEASE NOTE: Replacing this file will also replace any Sticky Notes on the new PC.

H Drive and Network Drives

Py Computer
> &, 08Disk (C)
[» @ stbrown (\\homesl) (H:)
» L installs (Visharesl) (L)
> 58 compunit (\sharesl) () shared drives will end with your SGUL account.
» L mailscanner (Visharesl) (M:)
> sgul (Vdatal) (M:)
» L helpdesk (Visharesl) (5:)
> L AVMS (Vdatal) (U]
» L orders (\\sharesl) (W:)
» ¢ Local Disk (X:)
» L@ mailscanner (Visharesl.sgulad.sgul.ac.uk) (¥:)
> ® supportbackup (\\datal.sgulad.sgul.ac.uk) (Z:)

Again accessible from the left hand menu, your access to
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