Archiving your emails for take-home.

This document will illustrate the steps necessary for you to archive your ship emails into an export .pst
file for extraction at the end of the expedition. This pst file is a standard Microsoft Personal Storage
Table .pst export file and is ready available for import into other various email systems.

This document is structured into two parts, your profile setup and email export. The four Windows 10
PCs in the Lower Tween Science Study (referred to as the Userroom) has Microsoft Outlook 2016 clients
installed. The client is necessary for the exporting and extracting of your email messages. No export
function is available through the Outlook Web App referred to as OWA.

Step 1. Organizing your inbox before archiving:

Organize your inbox and subfolders before proceeding. Delete the contents of Deleted Items, Junk
Email and any other subfolders not desired. If this step is omitted the contents of these subfolders will
be included in you archive .pst export file.

Step 2. Setup your profile:

Pick one of the Userroom PCs for your email export and configure your profile on that PC as illustrated.

Start by clicking on the Windows Start Menu, left-click the flag in the lower left corner of a Windows
screen. Type Outlook and a selection will appear, left-click this selection and the following dialog box
appears.

Choose Profile

Profile Name: Outlook!

Cancel Options > >

Loading Profile

Click the New... button to enter your Profile Name. Type jrs_<your_lastname> and click the OK button.

New Profile X
"‘1 Create New Profile
Profile Name: Cancel
jrs_tomasi
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The Add Account dialog box opens. Enter your name, ship email address and password as illustrated in

next image.

Add Account

Auto Account Setup
QOutlook can automatically configure many email accounts.

@ E-mail Account

Your Name: Rollo Tomasi

Example: Ellen Adams

E-mail Address: jrs_tomasi@ship.iodp.tamu.edu

Example: ellen@contoso.com

PaSSWDrd' e e e ke ke
Retype Password: |

Type the password your Internet service provider has given you.

(") Manual setup or additional server types

Click the Next button and enter your email password again.

Windows Security X

Microsoft Outlook

Connecting to jrs_tomasi@ship.iodp.tamu.edu

jrs_tomasi@ship.iodp.tamu.edu

Password

@Remember my credentialsﬁ DO NOT CHECK

More choices

OK Cancel
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The dialog box should show your account is being setup.

Add Account

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+"  Establishing network connection
" Searching for jrs_tomasi@ship.iodp.tamu.edu settings

+~’  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[ ] Change account settings Add another account...

When done check the Change account settings box located at lower left in dialog box.

Add Account

Congratulations!

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+~/  Establishing network connection
+"  Searching for jrs_tomasi@ship.iodp.tamu.edu settings

+"  Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

[v]Change account settings!
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The next dialog box shows the Use Cached Exchange Mode is checked. Un-check this box.

Add Account X

Server Settings
Enter the Microsoft Exchange Server settings for your account.

User Name: |jrs tomasi@ship.iodptamu.edu

Offline Settings

Use Cached Exchange Maode
Mail to keep offline: L] 12 months

More Settings ...

Make sure the Use Cached Exchange Mode box is un-checked and click the Finish button.

Add Account X

Server Settings
Enter the Microsoft Exchange Server settings for your account.

User Name: | jrs tomasi@ship.iodptamu.edu

Offline Settings

[ ]Uuse Cached Exchange Modei

More Settings ...

< Back Finish Cancel
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You should now be prompted for your Profile Name. Click on the drop down list box and select your
profile if not already presented and click the OK button.

Choose Profile

Profile Name: |jrs_tomasi

Cancel Options > >

[ Address Baok
Emall lizrms T Fiter Email -
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Inbox All Unread

Set Iterms
Drafts

Dleted lisrs

473 tomasi@ship iodp tamu.edu
Inbex
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Sentlems

Daletar Items

Sk Emal

Outhex

RS Fosds

Search Falders

]
1
13
=

e wit: Mironot bctarge |10

Your profile setup is complete. Proceed with the next section on exporting your email.

Page 5 of 12



Step 3. Exporting your emails:

Login with the Outlook client and click on File tab on menubar above the ribbon.

McAfee E-mail Scan

p.tamu.edu - Outlook

Inbox - jrs_to

Adobe PDF ) Tell m to de

Send / Receive  Folder

Junk Email
Qutbox
RSS Feeds

Search Folders

= W % EH e

tems: 3 Unreadt 3

L. ‘Gignore Move to: ? [ To Manager ¥ = H L =
g | N x —] [ [~ [FMeeting d = lo Manag| 2 -
- %4 Clean Up = g RE(—' (';F -)d X % Team Email v Do ..‘..‘ =t wl L 5 [} Address Book .
New New . Delete Reply Reply Foward SymMore~ | peoty & Delste  # Croate Ne Move Rules OneNote Assign Unread/ Categorize Follow . Store
Eron Horae . Solunk - =] ("4 Roply & Delote Create New e potege Rand e ot Y Filer Emai
New Delete Respond Quick Steps . Move Tags Find Addh-ins
¥ < v v
4 Favorites eare silbos P cur 2Reply All (=3 Forward
Inbox 3 Al Unread > Hodge IRS Rollo Tomasi
Sent ltems 4 Today =
Drafts JR Michael Hodge |
Deleted ftems Toot:3 sk d |
Test-3 message <end> | Test-3 message
4jrs_tomasi@ship.iodp tamu.edu JR Michael Hodge
Test.2 9:52 PM
inbox 3
Test.2 message <end
Drafts
Lo JR Michael Hodge
Tast-1 951 PM
Deleted Items Test-1 message <end:

Online with: Microsoft Exchange (I

+ 100%
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Click on Open & Export selection on left vertical menubar.

inbox - jrs_tomasi@ship.odp.tamu.edu - Outlook

Account Information

(/1 jrs_tomasi@ship.iodp tamu.edu
L/ Microsoft Exchange

= Add Account
Account Settings
. e ] Change settings for this account or set up more connections.
Print Account Access this account on the web. Y
Settings * |
https://exchange ship iodp tamu. edu/owa/ 4
Options
X Change
Exit
Automatic Replies (Out of Office)
<« Use automatic replies to notify othars that you are out of office, on vacation, or not
Automatic available to respond to e-mail messages.
Replies
< Mailbox Cleanup
=4 Manage the size of your mailbox by emptying Deleted Items and archiving.
Cleanup
Tools ~
= 1024 MB free of 1 GB
2 Rules and Alerts

Use Rules and Alerts to help organize your incoming e-mail messages, and recsive
Manage Rules  updates when items are added, changed, or removed.

& Alerts
Slow and Disabled COM Add-ins
= Manage COM add-Ins that are affecting your Outlook experience.
Manage COM
Add-ins
Pa Manage Add-ins
< Manage and acquire Web Add-ins for Outlook
Manage Add-
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Select Import/Export option.

©

Info

Open & Export

Save As

Of

Options

Exit

Inbox - jrs_tomasi@shipjodp.tamu.edu - Outlook

Open

Open Calendar

Open a calendar file in Outlook (ics. .ves)

Open Outlook Data File
Open an Outlook data file (pst).

Import/Export
> port/txpo
(_ Import or export files and settings.

Other User's Folder
Open a folder shared by another user.
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Select Export to a file option and press Next button.

Import and Export Wizard

Choose an action to perform:

E)(Emt RSS Feeds to an OPML file

Import a VCARD file (vcf)

Import an iCalendar (ics) or vCalendar file (vcs)
Import from another program or file

Import RSS Feeds from an OPML file

Import RSS Feeds from the Common Feed List

~ Description
Export Outlook information to a file for use in other
programs.
< Back | Next = | ‘ Cancel

Select Outlook Data File (.pst) option and press Next button.

Export to a File

Create a file of type:

Comma SeEarated Values
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Select/highlight your email name at the top of the dialog box and check Include subfolders box. Press

Next button.

Export Outlook Data File

Select the folder to export from:

<

Eﬂ jrs_tomasi@ship.iodp.tamu.edu
Inbox (3)

[#] Drafts

7 Sent ltems

@ Deleted Items

Calendar

> Contacts
_?‘@ Journal

E@ Junk Email o

>

—
de subfolders Filter...

‘ < Back ” Next > ‘ ‘ Cancel ‘

Export Outlook Data File

Nid

G

X

Save exported file as:

‘ ChUsers\daq\Desktophjrs_tomasi.pst

| | Browse... |

Options

() Replace duplicates with items exported
(® Allow duplicate items to be created —

(O) Do not export duplicate items

< Back || Finish ‘ ‘ Cancel

Check the radio button for Allow duplicate items to be created and the Browse button to give your .pst
file a name and location to save it, see following image for Browse button dialog box.
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NOTE: What the three options mean;

Replace duplicates with items exported:
If a duplicate item is in the export file location it will be replaced with the latest item being exported.

Allow duplicates items to be created:
If a duplicate item is in the export file location it will be duplicated. This means you will have multiples
of the same item in the same PST file.

Do not export duplicate items:
If a duplicate item is in the export file location it will NOT be replaced with the latest item being
exported. You will keep the original file in the PST file.

Browse button dialog box example. Generally, use your email name <jrs_lastname> for .pst filename
and Desktop for location to save the file. Press OK button when done.

mﬁ Open Outlook Data Files
&« v /4 m > PC53249 » Desktop v © | Search Desktop

K
o
Organize ~ New folder = - o

|2 Documents &

No items match your search.
= Pictures
joides resolution
jrs
Shared photos
mﬁ Microsoft Outlook

v ®pC53249
> m Desktop
|2 Documents
& Downloads
B Music
&= Pictures
B Videos
£ Windows (C)

W
il aa

File name: | jrs_tomasi o

Save as type: | Outlook data files (*.pst) ~

A Hide Folders Tools ~ Cancel
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You will be prompted for a password if you want to password protect your .pst file. Make sure Save this
password in your password list box is not checked or the computer will remember your credentials and
be able to open your .pst file. Press OK button to create your exported .pst file.

Create Qutlook Data File

Add optional password

X

Password: ‘ sscescnee

Verify Password: ‘ oocoooooc|

@ave this password in your password Iist\§

Cancel

j| Do not check

Since Desktop was used for location you should see your .pst file on the Desktop after export process

has completed.

jrestomasi.pst

You can now copy this file for take-home on the media of your choice.

WARNING:

After coping your .pst file make sure to delete it and empty the trash on the computer where you

created this export file.
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