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Introduction

This comprehensive migration guide explains the steps for FirstClass users to migrate to Microsoft
Outlook (email, calendar and contacts) and Office 365 (documents, files and conferences). While
instructions have been provided to transfer calendars, contacts and mailing lists it is recommended
these only be attempted if there are too many entries to make re-entering them in Outlook infeasible.
Ideally most users will only transfer emails and documents.

Hopefully this guide is sufficiently clear for FirstClass users to complete the migration themselves. Users
needing technical assistance may open a helpdesk ticket (helpdesk@dawsoncollege.qc.ca) requesting
such assistance.

Comments regarding this document can be emailed to Derek Gaucher (dgaucher@dawsoncollege.qc.ca)
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Transferring FirstClass Mail to Microsoft Outlook

Email the computer helpdesk (helpdesk@dawsoncollege.qc.ca) with the
subject “FirstClass Migration”. Request the email forwarding rule for FirstClass
the Outlook mailbox quota be removed. You will receive an email from the
helpdesk confirming this step was completed.

Email mlazarevic@dawsoncollege.qgc.ca requesting your email address in the
telephone directory by changed to yourname@dawsoncollege.qc.ca

Login to First Class, the same way you always have.

Check the settings in Edit > Preferences > Messaging > Mail Rules and make
sure all reply and forwarding is set to No except for Local mail forwarding is
set to Yes. Enter your dawsoncollege.qc.ca email address in the Forward to:
box. (This rule will allow you to continue to receive mail from colleagues still
using FirstClass).

File (Edit Format Message Collaborate View Help

DF":ktOp (4] Deskop 0 Files 11 Folders place.dawsoncollege : Derek Gaucher 204l Free
All Desktop Items — Q . i F
e 33 (e : Ca

4 MaiBox i i“( |
|, Calendar <
a Conferences MailBox Instant Messaging Courses Conferences News (49) Help ?
& Contacts
@2 Instant Messaging ol Profile
# Frorie 3 L Preferences HEIED
¥ Trash Can m
™ courses General | Calendar | Content IVlewmg | Messaging |Web |Vmce | Handheld Devices |
@ Help Calendar

=
3
0
=
3
0
=
3
0
=
3

™ 1= Hews (48)

Pop-Up

Mail Rules ‘ Initial Content | Instant Messaging | Paging |Audiu |

E Mailbox Rules...

Import Accounts...

Contacts
Reply preference: Automatic |;|
Automatically reply to
y Local mail No [l Reply text:
Internet mail No [

Automatically forward

Local mail Yes |;| Forward to:
Internet mail No |§|
oice/fax mail: No [
Method Redirect [
Tragh Can Junk mail handling Accept |;|

Default ‘ | Apply ‘ | Cancel | ‘ oK
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1. Only incoming and outgoing emails and their folders will be transferred.
Drafts, deleted and junk emails will not be transferred.

2. Delete any old emails that you do not want to transfer to Outlook.

3. Exit/Quit FirstClass

Setup instructions can be found on the college website in the Email User Guide.

1. Using Windows Search programs and files enter “Remote Desktop
Connection”

- 5See more results

|remote desktop connectionl x| | shutdown | » |

2. Click on “Remote Desktop Connection” under Programs

Programs (1)

| % Remote Desktop Connection

Control Panel (2)
™5 RemoteApp and Desktop Connections

®3 Set up a new connection with RemoteApp and Desktop Conne...
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3. In the box labelled Computer enter ts2012farm.dawsoncollege.qc.ca and
click the Connect button.

% Remote Desktop Cnnra_blﬂlg

Remote Desktop
>¢) Connection

Computer: <201 2fam dawsoncollege.gc.ca -
Username: DAWSOMNCOLLEGE\dgaucher

‘You will be asked for credentials when you connect.

\: Show Dptions [ Connect ]’ Help ]

4. Enter your Dawson network password

Enter your credentials
These credentials will be used to connect to
5201 2farm.dawsoncollege.qe.ca.

-
0

[7] Remember my credentials

DAWSONCOLLEGE\dgauc...

[eeeeaeend | ]

Use another account

5. Click the Yes button to acknowledge the certificate warnings.

b s comman 0

The identity of the remote computer cannct be verified. Do
you want to connect anyway?

The remote computer could not be authenticated due to problams with its
secunty certificate. t may be unsafe to proceed.

Certificate name

5]  Name in the certificate from the remote: computer:
DC3059 ad dawsoncollege o ca

Certificate emors

The following emors were encountered while validating the remote
computer's certificate:

L The certfficate iz not from a trusted certifying authority.

Do you wart to connect despite these certficate emors?

[] Dont ask me again for connections to this computer
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6. Click the “D” icon on the desktop to open the FirstClass Migration Tool

FirstClass Migration

Log
FirstClazs

Uzermame

Password

‘Webmail

HelpDesk Uzemame
Incidents |

Pazsword

SRIC Old
Financials

7. Enter your information

e Enter your FirstClass username and password in the FirstClass section

o Enter your Dawson network login name and password in the Webmail
section

e Note: The migration duration is dependent on the number of
FirstClass emails being migrated. This may range from a few minutes
to hours. Unfortunately, the migration tool does not display a
progress bar or time to completion estimate. Please be patient and
leave the tool run until completion.

e Click the Migrate button.
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FirstClass Migration -

Log ~

“FirstClazs——

Usermname

|dgauu:her

Pazsword

Afebmail—

Username

|dgaucher

Paszword

:
< >

8. Read the information box and click OK to continue.

Information -

This may take some time, please be patient.
The application may lock frozen for a while.

You will get a confirmation message when it is done,

9. Upon completion the log file will be displayed along with an information box
indicating the process was a success. Click OK to close the information box
and close the migration tool screen by clicking the “X” in the top right hand

corner.
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Note: If your migration fails then please send an email to
helpdesk@dawsoncollege.gc.ca with a screenshot of any error message and
subject “FirstClass migration problem”.

Information

Everything seem to have went fine
you should have all your emails in your Outlook account now

FirstClass Migration

FirctClass ] Transfer ime 0 1352.0 sec
- FiratClass Falders sprced : 979 aynced
Mezzages transfered 0
Usemame Meszzages skipped 10
Meszzages found duplicate on host] ;0
|dgaucher Meszzages found duplicate on host2 ; 5907
g P 4 Mezzages void [noheader) on host1 - 0
ﬂ St Meszages void (noheader) on host2 : 1258
" Meszzages deleted on host1 -0
Chrome Messages deleted on host2 0
Chrome Total bytes transferred - 0(0.000 KiE)
Total bytes duplicate hostl -0 [0.000 KiB)

Total bytes duplicate host2 - 497992027 (474,922 MIB)
I Total bytes skipped D 243712 (233,000 KiB)
®

Migration

Google

. Total bytes emor : 00000 KiB)
webmail Meszage rate - 0.0 meszagesds
Average bandwidth rate C0O0KB/s
o Memary consumption c0.2MiB
Incidents |dgaucher Biggest message + 0 bytes (0,000 KiE)
Memorp/biggest message ratio © MA
Paszword Start difference host2 - hostl 96391 messzages, 9409524273 bytes (8.763 GIB)
Final difference host2 - host1 - 96391 messages. 9409524273 bytes (8,763 GiB)
Detected 0 erars

HelpDesk |l zernarne

This imapsync iz up o date
Homepage: hitp: //imapsync. lamiral.info/
E witing with return value 0

gl d
inancials

1. Using either the Microsoft Outlook desktop application or Outlook Webmail
App spot check your emails and email folders to confirm the migration was
successful.
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Note: Please report problems to helpdesk@dawsoncollege.qc.ca with the subject

“FirstClass migration problem” and an explanation of the problem.

Deleted Items 225

4 dgaucher@dawsoncollege.qc....

4 Inbox 7
4 Test Mailbox folderl
4 Test mailbox subfolderl
Test mailbox subsubfolderl

Drafts [2]
Sent lterms
[ Deleted Iterms 225

m __rqDE - Moottt
Outlook' Web App
FILE HOME SEMD / RECEIVE
O S Mail » Inbox 61334 Items
EI .l?'j ! Ignare
Clean Up - 4 Favorites
Mew  Mew - Delete . _
Email Items~ & Junk~ = Inbox (7
Mew Delete = SentItems
fa] Deleted Items (225
£
4 Favorites
4 [Derek Gaucher
Inbox 7 = .
e 4 -] Inbox (7]
Sent lterms

| Motes
4 [ 3 Test Mailbox folderl
4 [ Test mailbox subfolderl
A Test mailbox subsubfolderl

L Drafts [2]
[= sent Items
> (& Deleted Items (225
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Transferring Documents / Files

Office 365 provides two options for storing files: OneDrive for Business (OneDrive)
and SharePoint.

e You don’t plan to share them. Documents you place in OneDrive are private
by default, unless you place them in the Shared with Everyone folder. This
makes OneDrive your best option for draft documents or personal documents
that no one else needs to see.

e You plan to share files individually and with a limited scope or lifecycle.

For example, you're writing a blog post that may not be associated with a
project, and you’d like a few colleagues to review it before you post it. In this
case, you expect people to use the document once without needing
additional storage or context information. All they need is a link to the
document and editing permission.

e The document is to be shared with multiple people on an ongoing basis.

e You want access and editing permissions to be granted on a site basis,
instead of on individual documents. If people have access to the SharePoint
site, then they have access to documents stored in the site.

o Other related documents are already stored in the SharePoint library, and
other people expect to find it there.

For assistance to create a department or program SharePoint site please contact
Katerina (etsakoumagou@dawsoncollege.gc.ca) — SharePoint Analyst, IT Solutions

1. Download or drag and drop the FirstClass documents / files to your computer
desktop or file folder.

2. Sign in to Office 365 and upload your documents to either OneDrive or the
appropriate SharePoint site (department, program, etc.).

10
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Transferring FirstClass Contacts to Outlook People

NOTE: Mailing Lists for multiple individuals cannot be exported using this method.
See next section “How to Move Your Mail List Contacts from FirstClass to
Outlook™.

From within FirstClass, open your Contacts.
Choose File > Export.

Click on Selected contacts or All contacts for export, whichever is
appropriate.

Choose For use with Outlook (.csv) as the export format.

## Export Contacts IE‘EJ l =REE X

Export these items.

\._J Selected contacts

Select the file format in which you want your contacts exported.
Contacts export format

@) wCan )
'36' For use with Outlook { csv)

| For use with BlackBerry [.csv)

[ Cancel ] | OK

Select the location (your Desktop) where you want the file to be saved and
click Save

The transfer window will appear. If you have mail lists with multiple
individuals, you will receive the following warning message indicating these
items were skipped during the export.

i 0% =] X
3

Downloading...

[C] Close when finished [ Cancel | [ OpenFolder |

b Details, Statistics

¢ The item is skipped. "TS Staff” - this tem cannot be exported
m.and is being skipped.

Click close and your contacts are now exported.

11
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i File Transfer : Completeh@_, EI_Ii:—hJ

-
25

Completed

D iClose when finished: [ Cloze ] Open Falder ]

P Details, Statistics

The item is skipped. "West Team” - this item cannot be exported
and iz being skipped.

Make sure that all of the values for “email address” contain only the email
address and not the first and last name of the person as well).

o Delete the row of any email address that has ,Internet

Make sure that the names of your contacts are placed in the correct columns
for First Name and Last Name.

Sample Excel .csv export file
L Remava the any information

1 |Firs: Name Last Name E-mail fddress /" bafara tha amail address. Tha
"I lning Poirier” <elainepsrsdesnfrware.com> | <+ do not need to be removed

7 |1 lsine Poirier

Dulats the antire row of any
smail sddrazs the ends with

Antarmat

lerosr@ i stonon, L, Inteme

Wik

Lol

e Save the spreadsheet. Click Yes to keep the .CSV format.

=] (==

0 Same features i your warkbaok might be lost if you save it as C5W (Comna debmied)

Microsedt Excel

D0 ou want 1 keep usng that foemat?

o5 o Help

e From within Outlook, Click File > Open & Export > Import/Export. This
starts the Import and Export Wizard.

Choose Import from another program or file, and then click Next.

Chaose an adtion to perform:

Expart RSS Feecks ta an QML file
Expart 1o a file
Import a VCARD file (wcf)

e Under Select the file type to import, choose Comma Separated
Values and then click Next.

e Browse to the .csv file you want to import (created in Step 1).
Under Options, choose whether to replace duplicates (existing contacts),
create duplicate contacts, or not import duplicates. Click Next.

12
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il 1o import e
soherm LD5EDesktopibike Legroscse | browse ... |
g -0
Replace duplicates with items imported
) Allow duplicates to be created
Do not impert duplizate items

e Choose the destination folder for your contacts. Contacts should be selected

by default, but if it's not, scroll up or down until you find it. Click Next.

Impert a File

Select destnation falder:

Bl chistophzem@limestaneschools <a
=[5 calendar
T More me time,.
[T Timeprafile =
{7 untitied
{71 ntitled 1)

ctian Settings
i Comversation History |
W Deleted ems L
i Dralts
[ e =
[L<eace | oo [ canca

e Make sure the check box next to Import "MyContacts.csv" (assuming

that's your file name) is selected

Import a File

The fallowing actions will be perfosmed:
1 Felimpor “Mike Legras.car” into falder: conzcts NI L)

| Ehanige Destmation

Your contacts are now imported.

. Click Finish.

13


http://myits.limestone.on.ca/Office_365/Firstclass_Outlook/10870B14-00870BC8.4/2232015_52407_7.png
http://myits.limestone.on.ca/Office_365/Firstclass_Outlook/10870B14-00870BC8.5/2232015_52407_8.png
http://myits.limestone.on.ca/Office_365/Firstclass_Outlook/10870B14-00870BC8.6/2232015_52407_9.png

FirstClass Migration Guide

Adapted from documentation prepared by the Limestone District Schoolboard

Prepared: October 2016

How to Move Your Mail List Contacts from FirstClass to Outlook

e This document will show you how to copy some of your Mail Lists from
FirstClass to Outlook.

e This document explains how to move over your Mail Lists. Moving over your
Individual Contacts should be done before moving your Mail Lists, in a
separate process (which is explained in the preceding section of this
document).

o From within FirstClass, open you're Contacts. Click to select the mailing
list you wish to export.

Individual
Contacts

e Right-click on the icon and select “Summarize Selected” from the drop-
down menu.

B ITS Extemna Create Mail To

& ITS Member Export...

m JEPT'HW” Jz Move to Folder...
IR B Select Similar ltefns
3 Kerry Haigh

£ Lynn Caok Open Selected

3 Maria Christ Open in New Window...
3 Mike Legros

0 Mitch McEy|  Properties

@ Mom Approve

3 MTOFerryG Mark as Unfead

@ My Bell Cell Summarize Selected

=Rl o Tom ol

e A new window will appear with a list of e-mail addresses that you have
associated with the mail list. Highlight the list of addresses and copy
them.

Lo Summary of Contacts : Limest
File Edit Format Message Collaborate View Help

Personal Mail List
Cancel
Name: CS5 Parents

oK

e Open Outlook Desktop App and click on the “People”. Then click on the
“New Contact Group” icon in the upper left hand corner.

14
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FILE HOME

SEMD /|

e Type the desired name for your group into “Name” field of the new contact
group window that opens. Click on the “Add Members” button and select
“From Address Book” from the menu that appears.

FILE CONTACT GROUP INSERT

FORMAT TEXT REVIEW

QH——| x ... &% Members ...t+ Add Members + e |—
> [283 Notes E& From Outlook Contacts
Save & Delete Forward B From Address Book 0
Close  Group Group~
a‘_ Mew E-mail Contact
Adtions Show wWienoers
Name o
[ Mame E-mail
We didn't find anything to show here.

e In the “Select Members: Global Address List” window that appears, click
in the white space to the right of the “Members” button, and
press “Ctrl” and *“V"or right click and paste to add the list of members that
you copied from the mailing list.

Select Members: Offline Global Address List u

Search: § Mame anly -Z::Z' More columns  Address Book

Go Offline Global Address List - christophermi w Advanced Find

Mame Location
\ |

A
& AaldersMadigan, Chelsea
& Aarssen Bruyns, Janice
& Aarssen, Tristen

& Abahsain, Anas

& Abahsain, Mansour

& Abahsain, Mohammad
& Abbas, Sarra

& Abbas, Yousuf A,

& Abbasi, Emily F.

& Abbasi, Eric A,

& Abbink, Alexander J.

& Abbink, Arabella G.
& Abbink, Donna ... Educational Services

® Ahhink Frik he

<
o

... Loughborough Public School

oK Cancel

e Once you have finished click the “OK” button. You will see a list of all the
contacts.

Click the “Save and Close” button in the top left corner to save your work.

15
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Transferring FirstClass Calendar to Outlook Calendar

Note: Transferring your calendar is not recommended. It is better to re-enter your
appointments into Outlook

e You must use a Windows computer (desktop/laptop) that has Outlook 2013
to import the calendar that was exported from FirstClass. This procedure
cannot be accomplished using the Outlook Web App (OWA).

e Due to some shortcomings in Outlook 2011 for Apple Mac, even if your Mac
has Outlook 2011 on it, you must use a Windows computer with Outlook
2013 and FirstClass in order to transfer your calendar.

o FirstClass only exports the first entry in the series of recurring events. Only
the first event in the series will be imported into your Outlook calendar. This
means that you will need to manually recreate the recurrences (daily,
monthly, etc.) and resend invitations to the list of attendees (if any).

e Remove all punched through calendars. A Punch-through calendar, is an
overlay calendar.

e From within FirstClass, open your calendar. Click on View > View by
List.

f‘ Calendar : Limestons
File Edit Format Me_ssa_gg C_ollab_ 1 View
View by Icon

View by Scaled Icon

View by List

o If a meeting is recurring, you will be able to see this in the Repeat Interval
column. If there is anything other than 'None" in this column, only the first
event will export.

Repeat Interval
None

None

Yearly

None

... Weekday
. Dally
. None

e From within FirstClass, click on View > Show Today List.

e Click the Calendar tab and Remove the check mark from all pushed
through calendars. Now you are ready to export.

16
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,.;; Calendar : Limestone District

File Edit Format Message Collaborate
e
& X |
New Print  Delete | | Show Today List

\g Calendar 2668 Events 0 Tasks Limestone District

ghlendars
ghlendar
0 [ Masgue® s Events
€€hool Year Calendar

The export does not remove or alter any events/meetings on your FirstClass calendar.

e From within FirstClass, open your calendar.

e Choose File > Export.

e Under Export Calendar, select on iCalendar (.ics), and click OK.

i Export Calendar =
: o
| Salactthe file format in which you want svans and fasks

For use With Ouliook {.cav)
i For use win BackBery (cav)

| Cancel | oK

o Select the location where you want the file to be saved and click Save. The

transfer window will appear.

o 7% icslendar asalies WL [ e
{ -
=

Domnivading

[ Openfods

¥ Do, sizvmios

e Launch Outlook 2013 from a computer (desktop/ laptop) not from a web

browser.

e Click File = Open & Export > Import/Export. This starts the Import and

Export Wizard.

e Choose Import an iCalendar (.ics) and then click Next.

Import and Export Wizard

Choose an action to perform:

Export RSS Feeds to an OPML file
Export to a file
Import 3 VCARD file (vcf)

“y' Jlmuurt an iCalendar (.ics) or vCalendar file (vcs)

o Browse to the .ics file you want to import (created in Step 3) and click Ok.

e Select if you wish to Open as New calendar or Import the entries into

your current Outlook calendar.

Import would be the normal selection, unless

you are creating a new calendar.

17
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Microsoft Outlock [T ]
Do you want 10 apen this calendiar a3 a new (alencar
iy s our calendar?
] =

A box will open up showing you the progress of your import. When it is complete,
you will see your calendar with the new entries added. If you chose a new
calendar, you will see all your calendars side by side. Each calendar is a different
colour to allow you to distinguish between them.

Note: Your OWA calendar does not display the events after the import. To
get around this, add a new event or edit an event on the Outlook 2013
calendar.

Watch online
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Recreating FirstClass Conferences using Yammer

FirstClass conferences are proprietary to FirstClass and there are no tools available to convert them to
other platforms. Replacement conferences can be created using the Office 365 Yammer application.

Migrating FirstClass Conference Emails

Conference owners can migrate emails associated with their conferences by right clicking the
conference folder and selecting “Add to desktop”.

File Edit Format Message Collaborate View Admin  Help
Q) Fits
DESktOD 2 Folder & Filez 0 Folders plac
=™ @ Name
Al D_ESkmp = Ed Tanya Chichekian
= . Desktop = Tanya Chichekian
= L MailBox =3 Tanya Chichekian
0 SentTest #4 =3 Tanya Chichekian
+ 2 Test Mailbox folder1 #u =9 [ Tanya Chichekian
# (g Calendar =3 Tanya Chichekian
= &j Conferences
¥ @ Clubs +4
# [ ConferenceArchives &%
# ™ @ Drles Information / Dis
# ™54 Environmental Science
+ [ {3 First Choice Science / |
¥ Op wé
# ¥ Science Activities (3)
=1 ™ @ Student Information (2
+  §T Fall 2007 %%
¥ T Fall 2008 %<
+ T Fall 2009 %<
# T Fall 2010 %<
: ir Select Similar ltems
+ T Winter Open Selected
X Weekly M Open in New Window...
# g Contacts
# @ Instant Messag Properties...
+ 9 Profile T
# i TrashCan
& ECDurses Mark as Unread Crl+-
# 0 Deleted ftems. Summarize Selected
# @ Drafs Download...
# (@ Help
# 2 Junk E-mail Export...
*|  [» News (71} Add to Desktop
+ Pop-Up
© 2 Senthems Give Alias...
+ 2 SentEmail Rename
4 [T FallZ014
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From the desktop, click on the folder and drag it to the MailBox.

File  Edit  Format MESSEQE Lollaborate  View  Admin HElp

Q. & ® i 9 8§

Find | Fermizzions | Who's Online Instant Message | List Directory System Profie Add Use
ngkt;)p (4] Desktop 0 Files 18 Folders 4 Hidden place.dawst

Al Desktop Ttems -
El 7wl Desktop

A
= &% MailBox V
0 SentTest &% ntEmail o
= Test Mailbox folder1 #u
| Calendar

ﬂ Conferences MailBox Instant Messaging Courses

& Contacts

@3 Instant Messaging
Fall 2014

¥ Profile

T Trash Can

E Courzes

= Deleted tems

= Drafts

@ Help

= Junk E-mail

[ = News (71)
Fop-Up

2 Sent tems Contacts

2 SentEmail

7 Fall 2014

EEEEEREEEEEEAE

A

The conference folder should appear as a folder under the MailBox.

File Edit Format Message Collaborate View Admin Help

M. E @ . Qa. b

New History Summarize Rephy Find Next Unread Previous Next
DE‘SktDD 3 Folder 6 Files 0 Folders place.dawsoncollege : Derek Gaucher Unlimite
=9 0 Mame =1 Subject
Al Desktop Items Tanya Chichekian McGil Open house
I 7w’ Desktop = Tanya Chichekian =l (Updated) Universities 1
Lt MailBox ] Tanya Chichekian Universities visiting
0 SentTest % =3 Tanya Chichekian Workshops offered by.
2 Test Mailbox folder! $u =9 [ Tanya Chichekian Fwd: vy League Unive
. . L JFall 2014 %< ] Tanya Chichekian Academic Advizing app
| Calendar
& Conferences
& Contacts
@3 Instant Mezsaging
W Profile
§ Trash Can
E Courses
. Deleted tems
o Drafts
@ Help
o Junk E-mail
ik News (71)
Pop-Up

The migration tool will transfer the conference emails to an Outlook Inbox subfolder. The migration tool
will not transfer conference documents and will display error messages stating this fact.
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Migrating FirstClass Conference Files

1. Create a folder on your Windows desktop.

2. Open the FirstClass conference file folder to be migrated

3. Select the files to be migrated

4. Drag the files from FirstClass to the desktop folder created in step 2

File

Edit Format Message Collaborate WView Admin

2.8 3| ¢ |Qam | » S0l o @

New story Summarize Reply Find Mext Unread Previous HNext Add to Deskiop Help

All Desktop Items
[Fl el Desktop
L4 MailBox
g Calendar
= &j Conferences
& Clubs 44
B Conference Archives &%
™ @ Drles Information | Discussion group for Drles
= ™54 Environmental Science (2}
= ™I5 Costa Rica 2015 (3)
|@ Chase’s Shared Photos
= {3 First Choice Science | FC Science group discus
Op wé
=¥ Science Activities (3)
= @ Student Information (2}
= Xy Weekly Math Challenge (1)

Help

3 Folder 25 Fies 0 Folders place.dawsoncollege : Derek Gaucher UnIiI
=™ 0 Name = Subject
JPEG image
JPEG image

& Contacts JPEG image
@3 Instant Messaging JPEG image
¥ Profile JPEG image
§ Trasn Can e o~ Mo
9 Courses JPEG mge
2 Dekted tems T W T
2 orans [ W [T
[T Fall 2014 JPEG image
(@ Help JPEG image
= Junk E-mail |
[ i News (71)
Pop-Up
= 4 Cant bame hd

v - e B "

= g L ﬁ E @ E& S i‘ ¥ |« m >

E | 25 ltems selected.
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Login into Office 365

Click on OneDrive

Click on New and select Folder
Enter the folder name

Click on the folder to open it.

LN w

File Edit View Favorites Tools Help

Office 365 |~ Drebive .~

4+ MNew -

[] Folder
Derek Gaucher
] m Word document
Files
Excel workbook
Recent ﬂE

Shared with me m PowerPoint presentation
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10. To move the files from your desktop folder to OneDrive you either click Upload on the OneDrive
page and select the files to be uploaded or open the desktop folder, select the files to be
uploaded, then drag and drop the files on the OneDrive page.

Qo

@ hitps://callegedawson-my.sharepoint.. 0 ~ @ & || F3 MsN Canada - Hatmail, Outlo... | ) Microsoft Office Home | (2 Cost Rica Pictures - OneDrive

File Edit View Favorites Tools

}::' Search —+ New $ Upload f_}; Share @ Get link + Download

o Files > Cost Rica Pictures

Files o T MName Modified Modified By File Size
Recent
Shared with me

Discover

Recycle bin

Published Web Content

- collegewebsite

n Language Lab

n DerekDemo Thll;

Drag files here to upload them to OneDrive. You can also add
Get the OneDrive apps files to this folder using the OneDrive app for your computer.

folder is empty

Return to classic OneDrive
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Example of opening the desktop file folder, selecting the files to be migrated the drag and drop to Office
365 OneDrive page.

Picture Tools FirstClass lest = I G & nttps//collegedawson-my sharepoint.. O = @ & | Microsoft Office Home @ firs
View Manage [2]
& K Iﬁﬁ £ New item ~ ) =l open - FH selectall
h g B9 = Easy access - d Select none
Move Copy Delete Rename  New Properties .
tor  to- - folder - & nvert selection -
2 search -+ MNew T Upload (3 Share
rstClass Test v &
= es » firstclass e
Name Date madified Files irstclass pictures
=7 5-12-01 1:58PM  JPEG image .
= — Files » .
=8 JPEG image T Name Modified
=9 JPEG image Recent .
= JPEG image P9 Afewse
Shared with
=1 JPEG image Shared with me 10jpg A few s
=12 JPEG image Discover
=13 JPEG image 11jpg Afewse
=14 JPEG image X
=15 FEBTTE: Discover what's trending around you. : 12ipg Afewse
=16 JPEG imag
= U!m”f 13.jpg Afewse
=17 JPEG image - FirstClassMigration
=18 JPEG image 14jpg A few se
= = Published Web Content
=19 JPEG image
=20 JPEG image - collegewebsite 15Jpg Afewse
=2 JPEG image 6
—n JPEG image n Language Lab 6.jpg Afewse
=2 JPEG image n DerekDemo ipg A few s
=2 JPEG image
=) 25 JPEG image Get the OneDrive apps 18jpg Afewse
d 543 MB Return to classi e
. < o class 19.jpg Afewse
sace: 10.2 GB) 543 MB 1% Computer
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