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o If there are using other Microsoft 365 Apps used under the “@student.speed” account
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e The login email address of former ‘@STUDENT.SPEED’ is changed to
AXXXXXXXSU@student.speed-polyu.edu.hk’ or ‘XXXXXXXXBU@student.speed-

polyu.edu.hk’
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How to copy Microsoft Outlook items between accounts (PC)

Note:

e If the Outlook desktop app is not installed, please download a copy from Microsoft Office

365 first.

1. Signin to the “@STUDENT.SPEED” account and connect with the Outlook app.
2. Check and Wait for the syncing process completed.

3. Click on “File”.

File Home Send / Receive Folder WView Developer

S|S0 O e

New  New Delete Archive Reply Reply Forward Eﬁl:l -
Email Items ~ % - All
Mew Delete Respond

4. Click on “Open & Export” = “Import/Export”.

= Open Calendar

. ﬁ Open a calendar file in Outlook (.ics, wes)
Open

Calendar

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

Open Outlook
Data File

Import/Export

Import or export files and settings.

(Remark: If the import/export button is dim, Check whether the language of Outlook is
English; and Control panel - Region - Administrative = Language for non-Unicode

programs is English or not)
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5. Click on “Export to a file” and click “Next”.

Import and Export Wizard

Choose an action to perform:

ExEcnrt R55 Feeds to an OPML file

Import a VCARD file [vf)

Import an iCalendar [.ics) or vCalendar file [ves)
Import from another program or file

Import R55 Feeds from an OPML file

Import R55 Feeds from the Commaon Feed List

Description

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

< Back Mext = | | Cancel

6. Click on “Outlook Data File (.pst)” and click “Next”.

Export to a File

Create a file of type:

Comma SEEarated Values

< Back " Mext = || Cancel
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7. Select the whole email and click “Next”.

Export Outlook Data File >

Select the folder to export from:

v GAE - <t ot speed-polyu.ed A

=1 Inbox (14)
r} Drrafts
Sent ltems
[ Deleted items (2]
D Archive
> E Calendar
A= Contacts

» D Conversation History

F1 neterted Items
£ >

Include subfolders

| < Back " Mext = || Cancel |

8. Save the export file with the option “Replace duplicates with items exported” and
“Finish” to export the file.

Export Outlook Data File et

Save exported file as:

|.Ducumentnﬂutluulc Fileﬂhatkup.pstl | Browse... |

Options

@ Replace duplicates with items exported
OAIIGW duplicate items to be created

O Do not export duplicate items

<Back | Finish | = Cancel
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9. Add another “@common” mail profile
9.1. Go to the Control Panel and select “Mail (Microsoft Outlook)”.

E& All Control Panel ltems
-
Adjust your computer's settings View by: | Largeicons =
A
.':'E: Devices and Printers | Ease of Access Center
Bl File Explorer Options & File History
Fonts J:)V Indexing Options
;: Internet Options ~. Keyboard
“\_[@ Mail (Microsoft Outlook) «» Mouse
;;.': Network and Sharing #74 Phone and Modem
Center
i . e
\L? Power Options Ly Programs and Features
A}@ Recovery f_@ Region
RemoteApp and Desktop : ) .
3 . !‘7 Security and Maintenance
E&’:‘,‘ Connections !
? Sound [Br Speech Recognition
2 lf' S ~ " r
¥ torage Spaces [ Sync Center
L‘a System \_—I Taskbar and Navigation
e [ ] L
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9.2.Click on “Show Profiles...”, add a new profile for the “@common” account
by “Add...” and change the settings to always use this profile to the new

profile just created.

[ Mail Setup - outlook x

Email Accounts

o Setup email accounts and directories. Enilt i
N

Data Files

& Change st_!ttings for the files Outlook uses to Data Files...
ﬁ,ﬁ store email messages and documents.

Profiles

Setup multiple profiles of email accounts and Show Profiles
data files. Typically, you only need one,

Close

B Mail x

General

@ The following profiles are set up on this computer:

outlook
speed

Add... Remowve Properties Copy..

When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
@Always use this profile

commaon

Cancel Apply
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10.Sign in to the “@common” account and connect with the Outlook app.

11.Click on “File” - “Open & Export” - “Import/Export”.

Open

Open Calendar
Open a calendar file in Qutlook (ics, wves).

Open
Calendar

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

Open Outlook
Data File

Import/Export

Import or export files and settings.

Other User's Folder

i Open a folder shared by another user.

Other User's
Folder

12.Select “Import from another program or file” and click “Next”.

Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds to an OPML file

Export to a file

Import a VCARD file [wf)

Import an iCalendar [.ics) or viCalendar file [wes

Impaort from another program or file
Import RSS Feeds from an OPML file
Import R55 Feeds from the Common Feed List

Description

Import data from other files, such as Outlook
data files [,P5T) and text files,
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13.Select on “Outlook Data File (.pst)” and click “Next”.

Import a File

Select file type to import from:

Comma Separated Values
Outlook Data File [.pst)

<Back || nNet> | cancel

14.Select the file that has just exported with the option “Replace duplicates with

items exported” and “Finish”.

Import Outlook Data File Pt

File to import
\Documents\Outlook Files\backup.pst  Browse...

Options

@ Replace duplicates with items imported
D Allow duplicates to be created

D Do not import duplicates

< Back |I MNext = || Cancel
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15. Select the import location and click “Finish” to import the “@STUDENT.SPEED”
outlook items to the “@common” account.

Import Outlook Data File X

Select the folder to import from:

v 2 Outlook Data File A
> B Inbox
[T Sent items
[i] Deleted Items (12)
[ Archive
s I P ¥,

[ Include subfolders Filter...

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

<Back [ _Finsh ]| | cancel
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How to copy Microsoft Outlook items between accounts

(Mac)
Note:

e If the Outlook desktop app is not installed, please download a copy from Microsoft Office
365 first.

1. Signin to the “@STUDENT.SPEED” account and connect with the Outlook app.

2. Check and Wait for the syncing process completed.

3. Click on “File” and “Export..."

@ Outlook Wil

VEdit View Meeting Format Tools Window Help

> B _—= , e
> b=
AW Brganize  Tools

St O, (o] ]

& &
seting New Today Day Work Weel
Items Week

Folder > h2021 > | <« e » Tuesday
Import... 12:00 AM
Export... 3 4 5 B +
P Set 10 M1 12 13
a.ge etup.... 17 18 19 20 77 | | Microsoft Team
Print... #P

24 25 26 27
28 29 30 3
10 AM

4. Select all to export all items and press “Continue”

Export to Archive File (.olm)

| What do you want to export?

© items of these types:

| Mail Tasks
Calendar Notes
Contacts

Items in the category:

<>

L3
Cance
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5. Enter a name and choose the location or use the default for saving the archive
file.

Save archive file (.olm) as:

Save As: | Outlook for Mac Archive_speed |
Tags:
Where: @ Documents v

Export to Archive File (.olm)

Exporting: Outlook for Mac Archive_speed.olm

Exporting calendar events

[y
Cancel
Export to Archive File (.olm)
Your data has been exported.
X

Export More Finish
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6. Clicking the “Outlook”, then “Preferences...”, “Accounts”, followed by “-

remove “@STUDENT.SPEED” email account.

File Edit View Meeting Format Tools \
About Outlook -
LD
b=l
Preferences... & -
: Organize Tools
Work Offiine O O O —
Turn Off Reminders ® S &
= pointment Meeting New Today
Services fems
Hide Outlook HH March 2021 > “« *
Hide Others L #EH
Show All i o 2
Quit Outlook Q|7 8 9 10 3
g ¢ 15 16 7 19 2
o Outiook Preferences
She
A .
© a A asd o
Notflications Categores Fents AuteCorrect Spedier)
A Sounc 8 Oramvnae
N \.-
4 O -Q
Readsing Campowrg Sigrataee Ruaes Jonk
Other
Calenda Contacty Sec .ﬂ..: Privecy
=] » Accounts
» A
Defaut Azcount
o @$stud... n“ t.speed-polyu.ed
Prtutet woed * e Sarge/OMMice J04 Account
Account description:  [IRS 1. cont spoed-potyu edu b
Personat information
Full name:  Philip Fung [SPEED)
£-mad address: RS s cont spo0d-potyu edu hi
Asthemticatrom
Method:  User Neme and Password a
User name:  [RG s: cont speed -potyu edu hix
Password

Advanced

COLLEGE OF PROFESSIONAL AND  ~ ) - :
CONTINUING EDUCATION ltu Information Technology Unit
" weaniiog

sign to
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7. Create the “@common” email account in the Outlook by and “+”sign with “New

Account”.

1 B L

& 3 _-7 New Account...

ey

8. Signin to the “@common” account and connect with the Outlook app.

9. Click on “Tools” =2 “Import”.

200 Inbox « 31012001S@commo

Home Organize

aaaes o — e e ~ - .
[ € AN t P = { (m” @
Accounts Out of Public Import  Export Sync  Sync Onéine/Offline
Office Folders Status  Errors
» Al Accounts

< 31012001S@common.cpce-polyu.edu.hk

£ inbox
=/ Drafts
1= Archive
= sent

> 1] Trash -
[Z) Junk o N I
F Clutter El

= ;
| Conversation History All done for
"] Detected tems Enjoy your en
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10.Click on “Outlook for Mac archive file (.olm)” and click “Continue”.
Import

What do you want to import?

Outlook 2011 data on this computer
Outlook for Windows archive file (.pst)
© Outlook for Mac archive file (.olm)

SO Cori

11. Select the file that has just exported and Click “Import”.

Choose the Outlook for Mac archive file (.olm) to import:
=v 3 B8 Documents

Name Date Modified Size Kind
Adobe

Adobe Flash Builder

Adobe Flash Builder 4.6

Microsoft User Data
Outlook c

Cancel Import

Import

Importing: Outlook for Mac Archive_speed.olm

Cancel
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Import

N\

@

Your data has been imported.

Import More
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How to batch copy Microsoft OneDrive files between

accounts (PC)

Note:
e If the OneDrive app is not installed, please download a copy from Microsoft Office 365
first, or go to office 365 OneDrive web to the sync function to sync to the device.

e The latest Windows 10 is with the OneDrive client pre-installed.

1. Open OneDrive app in the Windows, or Go to Office 365 OneDrive download
web site and click “Start OneDrive”

https://www.microsoft.com/en-us/microsoft-365/onedrive/download

B8 Microsoft |  Microsoft 365 oneorive  usiness Plans and pricing Features Resources Dowload All Microsoft « Search O Signin

Download OneDrive

If you have Windows 10, OneDrive is already installed on your PC. If you're using another version of
Windows, install OneDrive to get started.
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Login OneDrive client by using the “@STUDENT.SPEED” student account email
address and password.

@& Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.

‘ Enter your email address

Create account

& Microsoft OneDrive

v,
< _ @student.speed-polyu.eduhk
Enter password

Password

Forgot my password

Sign in with another account

Login account should be in the form of
Student_No@student.speed-polyu.edu.hk or
spstd_oox@student.speed-polyu.edu.hk
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3. Click “Next” in the following steps for creating a folder for synchronizing.

& Microsoft OneDrive x

Your OneDrive folder

Your OneDrive folder is here

CAL :(-':- OneDrive « Schoot of Pr._cation and Executive Development (SPEED

Change locaton

& Microsoft OneDrive *

Get to know your OneDrive

To add items. drag or move them into the OneDrive folder.

Next
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& Microsoft Onelrive X

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

& Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device.

| N A b
Online-only On this device Always available
These files don't take up When you open afile, it Right-click a file to make it
space on this device, and downloads to your device available offline.
they download as you use so you can edit it while
them. you're offline.
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4. Click “Later” to complete the action.

& Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phone or tablet. Available for
105 and Android.

Get the mobile app

5. Right-click on the OneDrive icon on the explorer and click “Settings”.

OneDrive - Schoolo

Expand

v B This PC
B 2D Objects
P Desktop

Open in new window
Pin to Quick access

View online
E Documents
Settings
Downloads
Always keep on this device
Music
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6. Click on the “Add an account” on the OneDrive client setting page under the
“Account” tab.

& Microsoft OneDrive X

Settings Account Backup Metwork Office  About

0OneDrive - School of Professional Education and Executive Development (SFEEC

112 MB of 5,120 GB doud storage used Add an account

Manage storage Unlink this PC

1 location is syncing

OneDrive - School of Professional Education and Executive Developm...

0 KE used on this PC Choose folders  Stop sync
OK Cancel

7. Repeat the same steps 1 - 4 with the creation of the “@common” OneDrive.
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8. Copy the file(s) from the “@STUDENT.SPEED” OneDrive to the “@common”
OneDrive using the operating system function between 2 synced folders.

Copy and paste
to another folder
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Note:
e Please noticed that the sharing/permission set in the previously account is NOT transfer
to the “@common” account via the above steps. Please check on the access permission

and setup the sharing/permission in the new account if necessary

Marmse Modified Modified B:,r Fibe size Sh.\lirlg
uierguedi Apiil 26 L Ju 2 items Parste
To s May 7 I 7 2 items o Shared
Te
Manage Access
@ Links giving access £ Share

P

:E:_,' hitpss/fepoe-my.share ... | Copy

Pecpia in Codage of Profespgnsl snd Condmnging
Evhuptas (CPCE) with thiy bRk 205 viw
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How to batch copy Microsoft OneDrive files between

accounts (Mac)

Note:

e If the OneDrive app is not installed, please download a copy from App Store first.

1. Login OneDrive client by using the “@STUDENT.SPEED” student account email
address and password.

& Microsoft OneDrive X

Set up OneDrive

Put your files in OneDrive to get them from any device.

Create account

@ Microsoft OneDrive X

< I G5t dentspeed-polyu.edu.hk
Enter password

Password

Forgot my password

Sign in with another account

Login account should be in the form of
Student_No@student.speed-polyu.edu.hk or
spstd_oox@student.speed-polyu.edu.hk
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2. Choose a location for the OneDrive Folder.

b ‘r:_»‘ .

Microsoft OneDrive

|
Choose a location for your Onalviva foldar
=v = 4 student o4 Q

Name " Date Modified Size Kind

» W Applications Jan 11, 2014 at 5:35 PM --  Folder
» B Creative Cloud Files Mar 18, 2 at3 P Folder
» W Desktop Mar 20, 2019 at 4:41 PM -- Folder
» ¥ Documents Jan 15, 2014 at 2:39 PM Folder
» B Downloads oday at 4:54 PM - Folder
> B Movies Today at 4:57 PM -- Folder
» I8 Music Jan 16, 2074 at 2:35 PM - Folder
» W Pictures Folder
» I Public 5:21PM <~ Folder
> W Sites 11:39 M Folder

New Folder Cancel Choosg this location

Choose OneDrive Folder Lo

3. Click “Next” in the following steps for creating a folder for synchronizing.

_ el EE T
Microsoft OneDrive

|
Choase a location for your Onalviva foldar
=~ = T student ol Q

Name ~ Date Modified Size Kind

» W Applications Jan 11, 2014 at 5:35 PM --  Folder
» 8 Creative Cloud Files Mar 18, 2020 at 3:03 PM Foldar
» W Desktop Mar 20 at 4:41 PM - Folder
» 8 Documents Jan 15, 2 at 2:39 PM Folder
» I Downloads oday at 4:54 PM - Folder
> B Movies Today at 4:57 PM -- Folder
» I Music Jan 16, 2074 at 2:35 PM -~ Folder
» B Piclures Jan G, 2014 1PM -- Folder
» I Public Jan 6, 2014 at 5:21 PM -~ Folder
> BN Sites Mar 20, 2019 at 11:39 AM Folder

New Folder Choosg this location
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Microsoft OneDrive

Your OneDrive Folder

Add files here so you can access them from other devices and still have
them on this Mac

Hiijii" *

(i

Your OneDrive folder is here
[Users /student/OneDrive - School o

and Executive Development (SPEED)
Change Location

@ Microsoft OneDrive

Get to know your OneDrive

To add items, drag or move them into the OneDrive folder.

Next
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@ Microsoft OneDrive X

Share files and folders

To let other people view or edit your files, you can share them. You can also work on
folders shared with you.

@ Microsoft OneDrive X

All your files, ready and on-demand

With Files On Demand, you can browse everything in your OneDrive without taking
up space on your device,

Online-only On this device Always available
These files don't take up When you open afile, it Right-click a file to make it
space on this device, and downloads te your device available offline.
they download as you use so you can edit it while

them. you're offline,
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4. Click “Later” to complete the action.

& Microsoft OneDrive X

Get the mobile app

To work on your files on the go, use OneDrive on your phaone or tablet. Available for
105 and Android.

Get the mobile app
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5. Click on the cloud icon at the task bar and Click “Help & Settings”, followed
by “Preferences”

@ OneDrive is up to date

School of Professional Education and executive
Development (SPEED)

Get the Most Out of Files On-Demand

Files On-Demand lers you free up space on your
computer by marking CneDrive files as online-only.
To mark files as online-only, you need to turn on the
OneDrive Finder extenston.

Learmn More

Open OneDrive - Schoal of Professional E(1311n and Exet

preferences I
A
g

View Online
Pause Syncing
Get Help

Send Feedback

Quit OneDrive
Open Folder View Online Help & Settings

6. Select on the “Account” tab and click on “Add an Account”

L At

Prodprencas Aoppan Metwors Oifice Ao
Onelram = School of Professiona Foscaton s Fascitive Development (SPEFD) L_l-.:h.dmu speed-pody s b
85 MB of 5,120 GB cloud siorsge ussd Add an Account

Marign Siorags Uik this WMas

1 Location is Syncing
[

Lroose Folteds  Wop Sy

Orelrive = School of Professacnal Education and Evecutive Development (SPEED)
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9. Repeat the same steps 1 - 4 with the creation of the “@common” OneDrive.

10.Copy the file(s) from the “@STUDENT.SPEED” OneDrive to the “@common”
OneDrive using the operating system function between 2 synced folders.

= = - »

Favoritas Name ~  Date Madlfled size xind
© oownloads o 2021-04-2315-33-25.mp4 Today at 3:48 PM 27.4MB MPEG-
® = WIFi_Printing_User_Guice2018-V1.1.pdl M
79 ADrop ~_ Preparing 1o copy to "OneDr...Community College - FKCC™
B Desktop
¥ Applications
W OneDrive - Hong Kong
 pocuments —— s 3
& Recents -
B Creative L. Favorkes: Name -~ Date Medilied Size Kind
© Downloads
Locations

) AlrDrop
£ iCloud Drive @ P

Copy and paste
to another folder

) oBs-stu..

@ Rremote Disc

Tags

® Groen

Locations
& iCloud Drive
&) oBs-stu
@ Remote Disc

Tags
@ Green

11.Wait for the synchronization to be completed.

o ©

=0

s updating files..

lege - HKC(

Get the Most Out of Files On-Demand

Files On-Demand lets you free up space on your
computer by marking OneDrive files as online-only.
To mark files as anline-only, you need to turn on the
OneDrive Finder extension.

Learn More

Syncing 1 file - 33.4 MB of 33.4 MB

2021-04-23 15-33-25.mp4

Uploading- 26.2 M8 of 26.2 MB

[ )W WiFi_Printing_User_Guide2018...

0 ks 8

Open Folder View Online Help & Settings
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Note:
e Please noticed that the sharing/permission set in the previously account is NOT transfer
to the “@common” account via the above steps. Please check on the access permission

and setup the sharing/permission in the new account if necessary

Marmse Modified Modified B:,r Fibe size Sh.\lirlg
uierguedi Apiil 26 L Ju 2 items Parste
To s May 7 I 7 2 items o Shared
Te
Manage Access
@ Links giving access £ Share

P

:E:_,' hitpss/fepoe-my.share ... | Copy

Pecpia in Codage of Profespgnsl snd Condmnging
Evhuptas (CPCE) with thiy bRk 205 viw
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How to download Microsoft Stream video files for backup

Note:
e  Only the file owner can download the files in MS Stream.

e Please use another browser or private windows (Firefox) / incognito windows (Chrome)

/ InPrivate windows (Edge) to go to the following address: webmail.cpce-polyu.edu.hk

1. Login account in webmail.cpce-polyu.edu.hk using “@STUDENT.SPEED”

account and go to Microsoft Stream under Apps

’ Stream

2. Click on “My Content” and select “Video”.
Gl My content -~
Videos
Groups
Channels
Meetings
Watchlist
Followed channels

Recycle bin
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3. Click on the 3 dots “...” button at the right-hand side of the video that needs to
be downloaded and click on “Download video” to download each of them. The

downloaded files will be located in the Downloads folder in the system.

=lIa3AN

+

Share

RS

e

Replace video

Delete

[=p

e Trim video

|
1]
I
e

Download video

4. Sign out completely after downloading the files.

5. Please consider the use of OneDrive or local drive for storage and backup.
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