MARQUETTE UNIVERSITY IT SERVICES

MOVING FROM ENTOURAGE TO OuUTLOOK 2011

Microsoft Office for Mac 2011 now includes Outlook as the default mail client. As a result, you will need
to import your data and account settings from Entourage 2008 to Outlook 2011.

P

Open Outlook 2011 by clicking on the Microsoft Outlook icon. )

Microsoft Outlook

On first launch, the following window will open. Click Import.

Welcome to Outlook for Mac

2 m a C 2011 What's New @

Explore Outlook Close

Select Entourage information from an archive or earlier version and click the right arrow to continue.

(&) Import

Begin Import

s
)

What do you want to import?

() Outlook Data File (.pst or .olm)

@ Entourage information from an archive or earlier version
() Information from another application

; Contacts or messages from a text file

) Holidays

Click the right arrow to continue.

Lp
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Select Entourage 2008 (including Web Services Edition) and click the right arrow to continue.

&.N.0 Import

Choose an Application @

What would you like to import?

() Entourage archive (.rge)
@ Entourage 2008 (including Web Services Edition)
() Entourage 2004

Click the right arrow to continue.

All options will be selected by default. Click the right arrow to continue.

NN Import

Import Items Q

Select the items that you want to import.

@ Messages @ Calendar events

@ Contacts [2] Tasks

@ Accounts M Notes

[Z‘ Rules [ﬂ Custom views

@ Signatures M Scrapbook clippings

@ Preferences

Click the right arrow to continue.

]2 [p] |

Outlook will search for an existing Entourage 2008 identity and select it. If you see multiple identities
listed, select the Main Identity with the most recent date modified. Click the right arrow to continue.

8.0 Import

Select an Identity

The following Entourage 2008 identities were found in: /Users/
0357murillv/Documents /Microsoft User Data/Office 2008 Identities.
Select the identity that you want to import.

Identity Name Date Modified

Main Identity 9/21/10 2:27 PM

To select an identity in another location, click Browse.

( Browse... )
\ emamdankioats i3> 4

Click the right arrow to continue.

[4] 4[]
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If you receive the following message, click OK.

o If your identity contains an Exchange account,
| the data in that account will be downloaded
\y) from the Exchange server after the import

process is complete.

The following window will inform you of the import progress.

8.N.0 Import

Importing from Entourage 2008 Q

Outlook is now importing your data.

Importing signatures

P o
Stop
i e

If you see the following window, click Always Allow to allow Outlook to use your existing Entourage
account information.

Microsoft Outlook wants to use your
- . confidential information stored in “Exchange”
\‘ J in your keychain.
> The authenticity of “Microsoft Outlook" cannot be verified.
Do you want to allow access to this item?

b Details

@ [ Always Allow LT & Deny Y Allow )

Once Import is complete you will see the following window. Click Finish. Your Marquette email account
will now show up in Outlook.

NN Import

Import Complete Q

Outlook has finished importing data from your application. To start
using Outlook, click Finish.
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Your Marquette email will start downloading. This might take a couple minutes.

enO Inbox « Marguette
%E] ) @1 ng D Q) Q Search This
| Home | Organize | Tools |

o5 @ E;f? 22 2 [ Meeting ¢

o)y (B Rutese = W, ? 2 v . | Find a Contact .
L&l =>4 - L& e G

E-mail  New Delete . Reply ReplyAll Forward @& Atachment © yove [@MMK™  yoread Categorize FollowUp - Filters - i Contacts Search Send/Receive
A Arrange By: Conversations Newest on Top v ®@ CONVERSATION:
(] Drafts XEODAX |
7 Deleted items |
(i@ Junk E-mail
Mail

sy
Calendar

a
|2 | Contacts

helpdesk@marquette.edu.

If you have problems or questions, please contact the IT Services Help Desk at (414) 288-7799 or
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