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1. Introduction

This document describe the procedures that will need to be addressed on the mail system for

updating the Zengaku Computer System.

Mail data migration period: February 6 - March 8, 2023
Deadline to change Active!mail forwarding settings: March 2, 2023
Deadline for restoration of flagged mail data: (tentative) March 31, 2023

[Confirmation before updating the Zengaku Computer System (by March 2, 2023) ]

Subject: Faculty and staff with @ addresses

Please refer to the procedure for transferring Active! mail forwarding settings to Microsoft
365 Outlook, as there are conditions for the applicable forwarding settings

*You can manually set up or change the settings in the user manual “Set up email forwarding”

[1. Confirmation after migration of the Zengaku Computer System]

Subject: Users of @u and @s addresses

After updating the university-wide computer system, you will need to change your password
depending on the system you use. Please refer to the procedure described in the

following.

[Table 1-1. List of Terms] lists the terms used in this procedure.

Table 1-1. List of Terms

M5 Bk
Microsoft 365 Cloud services operated by Microsoft
M365 Account Account required to sign in to Microsoft 365
Students : sXXXXXXX@u. tsukuba. ac. jp , sXXXXXXX@s. tsukuba. ac. jp
Faculty and Staff : familyname. firstname. xy@u. tsukuba. ac. jp.
Outlook An email client service provided by Microsoft 365
Web browser and application versions exist and both are available
Students Users of the Zengaku Computer System who have been issued M365
accounts for sXXXXXXX@s. tsukuba. ac. jp and sXXXXXXX@u. tsukuba. ac. jp.
Faculty and Staff Refers to a Zengaku Computer System user who has been issued an M365
account at familyname. firstname. xy@u. tsukuba. ac. jp.
Web Browser Browsers supported by Microsoft 365
Supported browsers include Microsoft Edge, Safari, Google Chrome




and Mozilla Firefox.

Internet Explorer 11 is no longer supported

Multi-factor

authentication

Additional user verification that occurs after entering the password
when signing in to Microsoft 365.
Phone numbers and special applications are available as methods of

user verification.




2. Confirmation before updating the Zengaku Computer System

2-1. [Transfer Settings Migration] Preparation for Transfer Settings Migration
(Due date: Thursday, March 2, 2023)

In Microsoft 365 Outlook, only one forwarding setting can be configured. Therefore, if you
have multiple forwarding settings in Active!mail, you must select only one forwarding

setting that you wish to migrate. Please refer to the following procedure when selecting a

forwarding setting.
The conditions for transferring Active! mail forwarding settings are as follows.

Table 2-1. Transfer settings migration target

®EHEE BTN

On / Off On

Conditions Forward All Messages

Forwarding Forward to the following addresses

*¥Transfer settings will not be transferred in the following two cases

« Examples of transfer settings that do not meet the transfer conditions in “Table 2-

1 »
O mE .
Off” is selected.
BEST | |testt ‘
mmat |[OF9 omn | — | Other than ” Forward
O 2TORMFIC—B © WITNHORAFC—B O 2TOA—L 2% | ”o.
Py All Messages = is
Fan ] test (zE80EE V|
— selected.
B EEenlC N
HREET SRS !xxxxxxxx@gmail.com ]
[@ok|[@+r>tn “Off” is selected




« If you have already set up forwarding in Microsoft 365 Outlook

A=) &R
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2-1-1. How to set the first forwarding setting

If you have multiple forwarding settings in Activelmail,

in the display order will be migrated to Microsoft 365 Outlook. Therefore,

the steps below when specifying the forwarding settings you wish to transfer.

1.

2.

Log in to Active! mail..

Click the [¥] [V¥] icon under [Tools] and click [Forwarding].

8 mait wome | | & 1nbox ] 24 compose | | adaresses (]| | (5] scheauter [ f i oots [v] 09
8 @u.tsukuba.ac.jp | General Settings -

@ Announcement

9 2017FEUEOAEEN / Tostudents enrolled in 2017
or later Jan 24, 18 (Wed)

CEEM] D512 F BB ¥HE— KOs TULBhER
Z1 May 01, 13 (Wed)

Intemet Explorer 10 ADAIEZ DT Apr 24, 13 (Wed)

©

o

@ Login / L g Mail Settings @ This Week's Schedule
[@ Mobile Settings
& Folders Feb 19
out Profile (Sun)
N & POP Accounts 3:01
ouT A Signature
N L 7:31 Feb 20
ooT & Forwarding (Mon)
o &8 Spam Filters 05
ST || & Fixed Phrase
& Mail Template Feb 21
N 1:26 (Tue)
ouT
N 2022-09-26 17:00:04
ouT hd Feb 22

(Wed)
@ Quota Usage

o 50 1008 Feb 23
(2.3MB/20GB In Use) (Thu)

Feb 24
(Fri)

Feb 25
(Sat)

B Unread messages B Inbox (24)

[1/4]Q @@/ 11:34 Wed February 22, 2023 Activefmail
4

the email address set as the first

please follow




3.

4.

Confirm that the created forwarding list is displayed

@ A—nm—n | FHA-nmE(v] #Ax-um FFrLEY]| F2rva-35(v] gy-(v]

X NEEZEDR

<EXRECHUTOREER>
—HRETE
s MERRCHBUTRAN, Y—/(CA—LEBRTRECLELES.
3 X—LEiE TOBE, FHERS T LTORA— I SBROLRICEIRNIBETT.
§ TR EHEN 80% EBABACRBEDOA—IIESNET.
G 2ANIER ERRBEEIT OIS, BIRFHBERS RT ADT RLRFCA—IVEEITHT,
& ToT—LEE EENHEEL TR T EERRLELE D,
& POPFHI > MER XEREDI —TERISHBNL D [CEBUELEL S,
- SHHBUS AT ANSEEEL, WMEENSDEHEMS TN RIENIEAESS)
EEETBEN—T(BD, SAFLICASREEESZ BT EIRDET,

% TNV (IRDHF)

FTYOUHEE [~ RIFEER - v| | O e
& EEANTANS ol liatil]

- P—

i EEURA VRS T [(Q |
@ A=NFYTL—h SETELAL Y T T B

O HXE EREA—NT LR

[ |test1 SXXXXXXX@s.tsukuba.ac.jp

[ [test2 X00000x@gmail.com

[ [test3 XXXXXXX@Outlook.com =

B RFEA—-I [ ZHE (10)

[2/41Q Q@ [ 2023%1823H(A) 16:55 Acﬂvs!rmil

change the order of the forwarding settings.

This procedure describes the contents

of the procedure when the second transfer setting is the target of the migrate.

@ Click on the forward setting that is set above the forward setting you wish to

migrate.
fA-nk—n | FA-LBR(Y] AR FFELREY] Fzrva-5(v] Gy-u(v] X NEEZEDR
<ERERCHUTOTEWE> =
—HREE
s KIDEICIRU TR, I—) (A —)LEBTRHECUEL LD,
3 A=JLEIE TOBE, FHERS T LTORA—ISBROLRICEGIBNIBETT.
& Ecom SRR 80% EBR BAICFBEEDOA—LIESNET,
G 2ANSEE SERRRERT OIS, BTRFHBRS 2T ADT RLAFICA—IVEE>THT,
BEAHAEL TS T EERBLEL LD,
@ Zo21—)LEE
& POPFHI > MER XEREDI —TERISHBNL D [CEBUELEL S,
J— SFHEES T LN SERE L, WRENSLFHERSZT AN (HENBEEED)
BRETBEIN TR0, SAFACASIGWESZBTECRDET.
% TN (IRDHF)
FTYOUHEE [~ RIFEER - v| | O e
@ EBAN TS L il
o P—
i EEURA VRS T (@ |
@ X=AF¥TL—h 5 YOERNTTENTE
0 (52 SEREX LT KLZ
R— E—
| == SXXXX@s. tsukuba.ac.jp 1
O [test2 000000x@gmail.com
[ [test3 XXXXXXX@Outlook.com =

B RFA—I [ ZHE (10)

[2/41Q Q@ [ 2023%1A23H(A) 16:55 Acﬂve!mil

@ Select "0ff” from (On / Off) and click “0K”.
O B EE
* . AR
BES™ | testl
a/mnt | Osnfomn |
® 2TOREC—H O WTFNHOREC—B O 2TOA—)LEEE
*
R | mEn | [test | (z&0EE v )
. DT RLAICERE v
EEBET | gt (w02 Wm0t @stsukubaacip |




Confirm that the forwarding setting you wish to migrate is set

* Refer to ” Table 2-1. Transfer settings migration target”

conditions for migration are met.

as the 1st setting.
to confirm that the

fr—nm—n FHx-nmm v Ar-m| FTELE[V] | [E2rva-5(v] GHy-Lv] ® @ [Bovror|
<ERRRCRUTOREBES -
& —hur SEBRICEU TN, Y—/ (A — VBB TRECLELES
@ A—IERE ZOBAE, RFHBWS AT LATOA—LERO HRICETENMETT,
§ B EREN 80% EBATIBAICEBEDA—ILESNET,
@ 2ANIEE AT, ATRFHEES 257 ADT RLASICA—IVER S THT,
XA TONBT EERBLEL &S,
@ Zo21—)L iR
& POPFHI > MER XEEDIL—TERTERNKDISERLEL LD,
N SEHBHS T ANSEREL, ERENSLEHERS T LN (HENIBAEED)
EXETBEN—TTRD, SAFACATLBBESZ BT ERDET,
% TLNFUI (RO
£ 523 ; ——  ——————
2@ FIyOURREE (- BIFEER - v| | O wstem |
@ REA—LT LU
- S
B = EEULALES /AT [ |
@ A=NFYTL=k ¢ ESBRAHELRVBACEF Ty SEIT T ENTEELA,
0 [ $ERIEA—ILT LR
e s
[] |test2 300000 @gmail.com
[ |test3 XXXXXXX@Outlook.com
O [test1 SXXXXXXX@s.tsukuba.ac.jp -
[@ -1 1 2mm (17) [1/4]10 QO [ 2023%1A238(A) 16:57 Acﬂve!moil
® Click on the transfer setting that you set to Off.
fr—nm—n FHx-nmm v Ar-m| FTELE[V] | [E2rva-5(v] GHy-Lv] @ @ [Boyror|
<ERRRCRUTOREBES -
&~ SEBECRU TN, Y—/ (A — VB TRECLELE
@ A—IERE ZOBAE, RFHBWS AT LATOA—LERO HRICETENMETT,
§ B EREN 80% EBATIBAICEBEDA—ILESNET,
@ 2ANIEE SRS, ATRFHEES 257 ADT RLASICA—VER S THT,
XA TLNBT EERBLEL &S,
@ Zo21—)L iR
& POPFHI > MER XEEDIL—TERTERNKDISERLEL LD,
N DEHBHS T ANSEREL, ERENSLEHERS T LN (HENIBAEED)
EXETBEN—TRD, SRFACATLBBESZ BT EHRDET,
% TLNFUI (RO
£ 523 ; ——  —————
2@ FIyOURREE (- BIFEER - v| | O watem |
@ HEA—LT LU
- S
@ = EEULALES /AT [ |
@ A=NFYTL=k ¢ ESBRAHELRVBACEF Ty SRS T ENTEELA,
0 [ EREA—NT RLR
[ |test2 3000000 @gmail.com
& t;sﬁ XXXXXXX@Outlook.com
[ [testl SXXXXXXX@s.tsukuba.ac.jp -
[@ -1 1 2mm (17) [1/4]10 QO [ 2023%1A238(A) 16:57 Acﬂve!moil
P . s
@ Select “0On” from <{On / Off) and click “0K
Ok Wk
* AR
REL* | |testt |
B/En* | © 59 bmn
@ ETORMEC—H O WITNHOREFIC—H O ETHOXA—ILEImSE
SERE* -
B v [test ZSOEE v o
ROV BLAICEE v
*
ERIE $LRSE =Wem  ==@s tsukuba.ac.jp




3. Confirmation after migration of the Zengaku Computer System

3-1. Password setting Note: Only for those who have not yet used Microsoft365

Faculty and staff using Microsoft 365 for the first time will need to set a password. Please

use “https://m365setting. u. tsukuba. ac. jp” * as the password

[Faculty/Staff (@u-address) ]
« First time users : Password setting is required.

« If you are using Microsoft 365 with @u-address : No need to reset your password.

[Student Mail System (@s address)]

« All users : Password setting is required.

* “https://m36bsetting. u. tsukuba. ac. jp” is a system that allows users to change their

Microsoft 365 passwords and select the use of multi—factor authentication. .

3-1-1. Log in to “https://m365setting. u. tsukuba. ac. jp

For the procedure to access https://m365setting. u. tsukuba. ac. jp, please refer to the user
manual “Login” to perform the operation.

*The user manual will be posted in the future




3-1-2. How to Change Password
To change the password of your M365 account using “https://m365setting. u. tsukuba. ac. jp”,

please refer to “Change Password” in the user manual.

*The user manual will be posted in the future.




3-2. [Transferring Transfer Settings] How to check and change transfer settings
using Outlook (Web browser version)

To check the forwarding settings that have been transferred, use the web browser version
of Outlook.

Applicable to: Users of @u addresses

3-2-1. Checking Transfer Settings

To check the forwarding settings, please follow the steps below.,

1. open a web browser and access the following URL,

https://portal. office. com

® FLWIT X  +

C BT | https:/portal.office.com

BT THIYMNIHAUA Y - https://portal.office.com

2. enter your M365 account (xxx@u.tsukuba.ac.jp) in the [Mail, Phone, Skype] field and
click [Next]

" Microsoft
BA4214>

X—)l, &5&. Skype

ThooMeBHEF5TRRBVNGE, /N TEET.

THOD NP ICATERGE

Al
oY
X
2

10



Enter your M365 account password in the Password field and click [Sign In].

a" Microsoft

& === "5 @u.tsukuba.ac.jp

NN2AT—-FDASH

JTRT—F

JAD-FEEniigs

YA

Authentication is requested according to the multi-factor authentication settings

Please login with multi—factor authentication.

The password reset setting screen will appear. Please refer to the user manual

“"Microsoft 365 Sign In and Sign Out” to set the password reset method.

Office Home will appear.

© 714 | Microsoft 365 x  + 7 - X
<« C @ officecom/?auth=2 o 2w O &
& Microsoft 365 L0 #B% 2 & 72 K
| ) 0 > @ oficc 7TUR IVFIYOFAFTERR, . HETBEHOMULMicrosoft 365 PTULRDIDET, IR x
®
fERL
& ShicsE PITURASAR—I -
NA 22
DAY IR
8
77V O IRT © AR VIR 83 HAEH W BKCAD  + T PyTJo—k = B
Outiook 8= &4 88238 (3 srrEcnEREmEsELE
Teams B test 88178 O surEcneEfEsLr
Word E3=|  hanakoFile 8838
Excel B3|  my_form_list 78258 O sRrEcnemEEsELE
B test 7B148 O sRrEonzmalsEEuz
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6.

7.

Click [Outlook].

G -1 | Microsoft 365 X  + v X
<« C @ officecom/?auth=2 o 2w O &
Microsoft 365 P B’x 2 ? Q

| 1 0 > B ofic PTUR IXFIYPTAFTERR. . HETHEDOMULIMicrosoft 365 PTUICBDIEHET, il X

®

fERL

) ZHhICBIF FITUEASAR—I ~
N4 2.

DAY IR

77y © WERVCEE 8 HERH  (rBRCAD  + T pyro—k = 88

Outiook B &—4 88238 O sRrEcneEREREELE

Teams B test 88178 O srRrEcnzemisELE

Word E3=|  hanakoFile 883

Excel E3=|  my_form_list 78258 O srRrEcnemEEsELE

B test 7B148 O sRrEonzmamEEu:

Click on the [Settings] icon.

O -4 | Microsoft 365 x R x - J
c @ outlook.office.com/mail/
Outlook PR+
| = '
D FTATRHAHTS &
E ~
o PR &% o = 25~
v A= FHIET
» Testmail 01/06 (£)
EEALA Testmail
v .
7 TE: 2021
4 £
u 6 THL igetaf'os888[C 2021 2021/04/09
W BIRFBTATA aaa rhjrihjriejhierhoj
> Microsoft Outlook ©:
@ > test igeta 20210315 28R 2021/03/15 FOTATLERRLTGERL
[ ] ROBEEFRBIN-TAOBRIEIZAML.. e TUEA
N ? #E FAP el 20210104 01 &
= e F2F 20210305 10:00 2021/03/05
£ MigrationFolder ERTEETLEI-UBYE YA,
-
B3 Drafts 10 2020
£ INBOX 17 wm  MyAnalytics
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1.

Click [View all Outlook settings].

& -4 | Microsoft 365

<« C

i i~ AV

| =
oo 0 BREAY

&
v 7R

@

& BErA

.

P TEs

| T wissEsT
=] B3 -l
w B 7-n7

[ @ 2z

~ ) MigrationF...

0 orafts 10

B3 inBox 17

@ outlook.office.com/mail/

cn  Teams Tiflix

O TATHRFHITE

X R AN - Outlock x 4+
© B\% ok = I
e HELF
> Testmail 01706 (%)
Testmail
20
[ =
9 THE igetalhos8BBIC .. 2021/04/09
aaa rrhjrihjriejhierhoj
Micresoft Outlook ®:=
@ > test igeta 20210315 .. 2021/03/15

ROBEHFRIN-TADEREICE

20210104 01
T Ak 20210305 10:00

FortasILEI-lUBYEL A,
2020

g MyAnalytics

a

2021/03/05

BOT/TLERRL TGN
FAHRRENTEEA

F-0F-K @ e )
BEREENA O [ o]
FAOLyTEEM © (]

I Outlook DF ATHRELHET = I

Click [Mail] and then [Forwarding].

TAT LR Y-

S/MIME

L

BE ATk BRi%
fERLEIELE

it BAADA-LERIDF AT HCE

#7710

B e ! EXEENCTE

= A-n I L= X-NOlER:

B Frs —EaE 8250, ; @s.tsukuba.acjp
A=Y

£ EE EEENEAYE-J0IE-ERITE
FPOYAYONATIAL
A-LERE
Avt-IOERY
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2.  Check your

e-mail address set in the [Forward my e-mail to:] field

5s

®

> B0

o

E

LAk X

S ADA-IE (EET]
e EAEAMCTE
oy A-NOER
—HEiE 13 50m, ; @s.tsukuba.acjp
EEA=IL —
B Essniot-S01E-£E895
POYIYDNAITAX
A-NEEM

BBHE

TAT LR Y-
S/MIME

F T
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3-2-2. Changing Forwarding Settings

To change the forwarding settings, refer to the user manual “Set up email forwarding”.

*The user manual will be posted in the future

15



3-3. [Mail Migration] Handling of Migrated Mail Data
[MigrationFolder], which is a folder for mail migration, is created on Microsoft365 Outlook,

and the mail data of Activelmail is stored there.

If you want to check or move the migrated mail data, please refer to the following. 3-3-1.

3-3-1. Confirmation of Migrated Mail Data

To check the migrated mail data, refer to “"Checking Migrated Mail Data” in the user manual.

16



3-3-2. How to Handle Migrated Mail Data

To move the migrated mail data to the target folder, please follow the steps below.

1. Sign in to Microsoft 365 and click [Outlook].

© -4 | Microsoft 365 x  + v = X
<« C & officecom/?auth=2 e X 02
Microsoft 365 P #’F B & ? Q
| TnA qg- c Office 7T U(E ST IYPTATPEBRR, {Fl. 3EIBI=8DH ULMicrosoft 365 PTUICRDIMHET . FifllEH X
®
[
) Microsoft 365 AN&KS FTUERASZA b= ~
NS

DAV I POLR

77 O IRT © ARV ZIER & HEEH Yy BRICAD  + T 7yyo—r = 88

Oﬁk B K& 2022488230 O sRrEcnzemapEELz

?m B3| test 20224F8H17H C sRrcnesapEsLr

Word 3= hanakoFile 2022¢F8A3H

Excel [ x & my_form_list 202257H25H O srracnesapsxure
B test 20224678148

2. Select the target folder from [MigrationFolder].
Refer to “Contrast table for each folder” in the user manual to confirm the source
and destination folders for the migration. This procedure describes the contents of

the procedure for moving mail data in the INBOX folder to the Inbox folder.

G i-L | Micrassft 365 % ol AN HTEF - Outloak x +
[ C @& outlookoffice.com/mail/AQMKADVMMGQYZGY2LTBhNGItNDMwZi ThN2EALWZINGVMYjVhYmQIMAAUAAADSZKF6HzguOGmIGePWZIPEASDRPselL.. ® 1= # O &
Outlook L #=m Teams Tillig [ 3
| = b AT
& Bl © i) |v w &) FRTHMHAHTS B
B 7147 ~
a8 ) INBOX < = 208
@ A%
2 =0 T Dutsukuba.acp 2
& - n
MigrationFolder test-15MB 01705 ()
test-15MB
v ) Drafts 10 [ file-15M8
INBOX 3 S
u = e =@ tsukuba.acjp 2
M test-15MB 01/05 (&)
El JunkMail 10 tes1-15MB
& £ Sent 10 [ file-15Mm8
B Trsh 10 S sputkubaa. P BETITAEBRLTAIN
i‘ . e test-15MB 01/05 (&)
) AAIANT 26 test-15MB
LN
RSS F4-F [ tie-t5m8
8 s ]
O sBomE =W Butsukubaa..
test-15MB 01705 ()
A= test-15M8
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3.

4.

Select all mail data by clicking the check icon next to the folder name.

#Make sure the check icon for the mail data is blue.

© -4 Microsoft 365 X

€« c @ outlook office. com/mail/AQMKADVMMGQyZGY2LTBhNGItNDMwZi1hN2EALWZINGYmYjVhYmQ1MAAUAAADSZkFEHzguO6mI6ePWZrPgEASDRPseL L. ® 2

o A-Ib - FETET - Outlook x o

‘ s fh ER AT
8 = fe -
28
&
G x% -
» © ===—E==@u.tsukuba.acjp
v B MigrationFolder S
test-15MB
v £ Drafts 10 [ file-15M8
T B insox B @ —=mutkibaach
B JunkMail 10 T
] - test-15MB
@ £ Sent 10 [ file-15Mm8
@» 0 Trash 10 ) LS utsukubaa.. &
s test-15MB
. B mATANS 26 test-15MB
y
L B9 RSS F4-F [ fite-15M8
83 o -
O 2EomE @ SEUEBuLukba.. 2
test-15MB.
£ mmA-n test-15MB

= 20—

2

01/05 ()

Z
01705 ()

g
01/05 (&)

v
01/05 ()

© BAHH / KK

Jv B &2

INBOX OMEH TN TRRENTUET

W 7207-%Z1CT3
PR J50%(111%

B HEEHCTE

X Frrel

Click [Movel

and select [Inbox].

€ L | Microsoft 365 X R A - EIEF - Outlook x  + A -
& C @ outlookoffice.com/mail/AQMKADVMMGQyZGY2LTBhNGItNDMwZiThN2E4LWZINGVMYjVhYmQ1 MAAUAAADSZKF6HZUOSIMIGEPWZIPGEASDRPselL.. @ 1 % [ &
| g Mh BmR AT

_ = — - v Y B Ay / R J v G~
AN -8 0« ¢ G OoBgEs/ K O B+ £ = &

3 P-ni7
o INBOX 7 = 2405-

O »%
2 = Teeau tsukubaacp ?

~ 3 MigrationFolder (o GHEG)
test-15MB
v £ Drafts 10 [ file-15MB
BHTATERENTVET

| £3 INBOX 3 o PGk 2 | Q IANS - r

- ; test-15MB 01/05 (%) =
[ €3 JunkMail 10 test15MB & BEA-IL i 7AN5-221155

. £ sent 10 [ file-15M8 2 BMEFLS Fe 35754433

>

€3 Trash 10 = Butsukubaa. 2 O RS TATA B R%393
& . O lavisme 01/05 () 8 P17

B @Ay 26 (est-15MB 5 7 53
L
- B9 Rss H-F [ file-15m8 TANT-DFFR IR
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5. Make sure the email you chose has been moved to the target folder.

G L | Microsoft 365 x R A-) - FLEETF - Outleok x o+ v - fa] X
<« C & outlookofficecom/mail/
Pk
O IRTMHFHITS B
g > BREEAY © @% Zoft = 2us-
P JAIL5 - %A
=AU tsukuba.acjp 7

v ° test-15MB 01/05 (%)

7 TEx test-15MB
ﬂ —~ V2,

B #EBEBTITA e === @u.tsukubaacjp &
u test-15MB 01/05 () y

U BBHESTA70 fest15MB -y
- 3 A=l £z @utsukubaa. 2

. test-15MB. 01/05 (K) RO/ TLEBRL TSN
= 8 7-nt17 (STSME FERRENTIELA
L P AT HOS@u tsukubaa.. 7
= ° test-15MB 01/05 ()
B B3 MigrationFolder test-15MB

£ Drafts 10 =2 308 : @u.tsukuba.ac.jp 2

test-15MB 01/05 (*)
P INROY. test-15MB




3-4. [Mail Migration] How to repair flagged mail (deadline:
March 31, 2023)

(tentative) Friday,

The flags set in Activel!mail will not be migrated in the mail data migration.

If you wish to re—flag them in each mail software, please refer to the following to perform

the operation.

*If you are using a mail client software, please check the mail data from your mail client

3-4-1. Outlook (Web browser version)

To re—flag or re—classify from the Web browser version

below.

1.

2.

Log in to Active! mail and click on [Inbox].
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of Outlook, please follow the steps
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3

Log in to Microsoft 365 and click on

[[Outlook].
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Check each folder in your Migration Folder—[MigrationFolder]

* Refer to [Table Contrast table of each folder] in the user manual.
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4.

Compare with your Active! mail data and re—add flags and re—categorize as necessary. .,

[Flag Settings]
+ Click the [Flag] icon of the target e—mail.
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[To set up a category]

« Click on your e-mail that you want to categorize.
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« Click on the [Categorize] icon

and select a category.

Select [New Category] to create a classification of your choice of color.
Select [Manage Categories] to change the name or color of a classification, delete

it, or add it as a favorite.
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* Make sure your email is categorized.

@ L | Microsoft 365

<« c

S A ER AT
B
&
2 W HEESIPATL
o~ 3 HmA-Il
B 7-n17
a G »%
£ MigrationFolder
- 7 B Drafts
[ ) £3 InBox
[N B3 JunkMmail
& [ sent
) Trash

B BAZANE

X

[ SIS

Outlook X +

() INBOX tr = I
- DeBu tsukuba.acjp 2
e test-15MB. 01/05 ()
test-15MB
[ file-15M8
O SC-EEdu tsukuba.acjp 2
test-15MB 01/05 ()
ALYI05M  test-15MB
[ file-15M8
S @uitsukubaa. &
° test-15MB 01/05 ()
test-15MB
[ file-15M8
== Butsukuba.acjp 2
e test-15MB 01/05 ()

& outlook.office.com/mail/AQMKADVMMGQyZGY2LTBhNGItNDMwZi1hN2E4LWZINGVmMYjVhYmQ1MAAUAAADSZkF6HZgUO6r|6ePWZrPGEAIDRPseLL.

E. W~ 8 O-¢ B & & ~2- QCBHFRH/

HEDTTVY-TIE, Outlook on the web EEEEDBFA-Ik NV EI-ELTRETBIENYH-FENTUET.

n Teams Tl

I B &

test-15MB  ALvY0sE x

=& 2 putsukuba.acjp
K test
Ce: test

n file-15MB
1m8

test-15MB

S OEE & 2ACEE

o @ B

& - B

ST RTERTE SHRTLEL

~

®

w O &

3

R

24



3-4-2. Outlook (App version)

If you wish to re-flag or re-categorize your Outlook app version, please follow the steps

below. 1.

1. Access Active! mail and click [Inbox]
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@r-am—n Hr-nm@ v FA-AhR FFELE(Y] Errva-s(v] gy-nly O @ | @orFor

3 =mme(*@u.tsukuba.ac.jp OB | @EE | SRCES || @sE | v XU | | BoRanL v

EEST M [1v]/30 x| 106 v & BEi 17/21 332.82MB

BRBEAD O|8[P|%|2 & ERE L] v Y4X
(v vimen | Qs I ) -
= & test-15MB Smmoe=lu.tsukuba.acjp  23/01/05

@ A=A NS = & test-1 X Lac.Jp o

8 BAA—IRY IR (m=] & test-15MB =m0 S*@u.tsukuba.acjp  23/01/05 19.58M
: 0= 7 test-15MB =8 3 & Rutsukuba.acjp  23/01/05 19.58M
“; :h; (10) o s & test-15MB = == L Butsukuba.acjp 23/01/05 19.58M
B TEEEG (mg=} 7 test-15MB === w==pu.tsukuba.ac.jp 23/01/05 19.58M
5 EBA—IL (10) (mli=] 7 test-15MB B DI D@utsukuba.acjp  23/01/05 19.58M .
& @ATH NS (26) T T

YAMADA=LEI V22T REA-LORBHERINET.

25



3.

Start Outlook and check each folder in your migration folder—[MigrationFolder].

* Refer to [Table Contrast table of each folder] in the user manual.
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Compare with your mail data in Active! mail and re—flag or re—categorize as necessary.

[Flag Settings]
+ Click on the [Flag] icon.
Right—click on the [Flag]

icon to display the options, and set as necessary.
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» Make sure your email is flagged as you set it up.
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[To set up a category]

« Click on your e-mail that you want to categorize.
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+ Click on the [Categorize] icon and select a category.

Click [All Classification

Items] to create a new classification, change its color

and name, or delete it
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» Make sure your email is categorized.
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3-4-3. Thunderbird

If you wish to mark or tag again from Thunderbird, please follow the steps below. 1.

1. Access Active! mail and click [Inbox].
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2. Check your email that has been marked and tagged.
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Start Thunderbird and check each folder in your migration folder—[MigrationFolder]

* Refer to [Table Contrast table of each folder] in the user manual.
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If you want to add a mark or a tag to an email, click on the [Star] icon.

[When adding a mark]
« Click on the [Star] icon.

You can also right—click on your e-mail and select [Mark]-[Add Star].
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* To mark an e-mail as junk mail, click the [Mark as Junk] icon.

You can also mark an email as junk by right-clicking on the email and selecting

(Mark]-[As Junk].
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[To add a tag]

+ Right—click on your e-mail and select [Tag].

[Select "New Tag” to create a new tag

[Select “"Manage Tags” to edit the name and color,

create a new tag, or delete a tag.
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* Make sure your email is tagged as you

have configured it.
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