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PRIRUCNIK ZA PRIJENOS STARIH E-MAIL PORUKA (WEBMAIL -> 0365)

U ovom priruc¢niku su detaljno opisani koraci za prijenos starih e-mail poruka iz
sustava Webmail u sustav 0365. Osim informacija kako prenijeti e-mail poruke iz
jednog sustava u drugi, u ovom prirucniku ¢ete pronaci i korake za brisanje
starih/bespotrebnih poruka u Webmailu.

Za potrebe prijenosa postojecih e-mail poruka iz Webmaila na 0365, potrebno je
kreirati dodatni racun (eng. account) na Outlooku.
Napomena: verzija Qutlooka koristena u ovom priruc¢niku je 16.0

Dodavanje racuna mozete napraviti na sljedeci nacin:

1. Otvorite Control Panel i pod ,View by: “ odaberite ,Large icons” ili ,Small icons”

Adjust your computer's settings View by} Category

® Category

System and Security 1 User Accounts Large icons |
Review your computer's status Sl GChanue account type Small icons | 2.

Save backup copies of your files with File History

Backup and Restore (Windows 7) T o
%‘ Appearance and Personalization
¢ L. Network and Internet ~
View network status and tasks y " Clock and Region
; Hardware and Sound -~ Change date, time, or number formats

Let Windows suggest settings
Optimize visual display

ﬁi View devices and printers Ease of Access
Add a device @

Adjust commonly used mobility settings

~ Programs
[i] Uninstall a program
Get programs

2. Kliknite na ,Mail"” i odaberite ,Show Profiles...”

‘J Mail Setup - Qutlook b4 View by:  Small icons ~
Email Accounts

_}l Setup email accounts and directories. Email Accountse,

Data Files 7y Date and Time
= Change settings for the files Outlook uses to

(Windows 7) { BitLocker Drive Encryption

&_z store email messages and documents. Dot @ Ease of Access Center
Profiles A Fonts
% Setup multiple profiles of email accounts and < Keyboard
data files. Typically, you only need one. 7 H Drivers (32-bit) [ O Mail (Microsoft Outlook 2016) ] 1
1 @ NVIDIA nView Desktop Manager
Close es B Realtek HD Audio Manager
tktop Connections ¥ Security and Maintenance
) Speech Recognition £ Storage Spaces @ Sync Center
i Taskbar and Navigation & Troubleshooting #, User Accounts
.b Windows Mability Center %> Windows To Go @ Work Folders

3. Kliknite na dodavanje novog racuna (gumb ,Add") i unesite naziv novog profila.
4. U novom prozoru je potrebno napraviti sljiedece korake:
e (QOdaberite ,Manual setup or additional server types”, kliknite Next.

e (Odaberite ,POP or IMAP”, kliknite ,Next"
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U ovom prozoru unesite:

O

©)

O

Your name - vase ime i prezime (npr. Pero Peric¢)

Email Address - vasa e-mail adresa (npr. pero.peric@skole.hr)
Account Type - IMAP

Incoming mail server - imap.skole.hr

Outgoing mail server - smtp.skole.hr

User Name - vase korisni¢ko ime (npr. pero.peric, bez @skole.hr)
Password - postojeca lozinka za pristup e-mailu

,Require logon using Secure Password Authentication (SPA)" -
oznacCavanje ove opcije ovisi o vasem ISP-u (internet service
provider/pruzatelj internetskih usluga). U slu¢aju da niste sigurni
koristi li vas ISP ovu opciju onda ju ostavite odznacenu.

Kliknite na ,More Settings ..."
v

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: Pero Peric We recommend that you test your account to ensure that |
the entries are correct.

Email Address: pero.peric@skale.hr

Server Information

Test Account Settings ...
Account Type: IMAP

Automatical\y test account settings when Mext

Incoming mail server: imap.skole.hr is clicked

Outgoing mail server (SMTP}: smtp.skole hr
Logon Information

User Name: pera.peric
Mail to keep offline: All
Password: ~ |swwwssss '

Remember password

D Require logon using Secure Password Authentication

(SPA) Maore Settings ... |

< Back Next > Cancel Help

= U kartici ,Outgoing server” oznacite ,My outgoing server (SMTP)
requires authentication”

[} Internet Email Settings X

General Outgoing Server Advanced

My outgoing server (SMTP) requires authenticatior
(@ Use same settings as my incoming mail server

() Log on using

Remember password

Reguire Secure Password Authentication (SPA)
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U kartici ,Advanced” postavite ,Use the following type of
encrypted connection:” na "Auto”:

@

General Outgoing Server Advanced
Server Port Numbers

Incoming server (IMAP): Use Defaults

Use the following type of encrypted connedtion: | Auto v
QOutgoing server (SMTP}:
Use the following type of encrypted connedtion: | Auto ~

Server Timeouts

Short L] Long 1 minute
Folders

Root folder path:
Sent ltems

D Do not save copies of sent items
Deleted Items

D Mark items for deletion but do not move them automatically

Items marked for deletion will be permanently deleted when the
items in the mailbox are purged.

Purge items when switching folders while online

OK Cancel

Kliknite ,0K", zatim ,Next”

Sada bi trebali vidjeti novi prozor gdje obje stavke imaju status
,LCompleted”

Test Account Settings

Congratulations! All tests completed successfully. Click Close to continue, Stop

Close

Tasks  Errors

Tasks Status
\/Lng onto incoming mail server (IMAP) Completed
+ Send test email message Completed

U sluCaju da obje stavke nemaju status ,Completed” provjerite
sve unesene podatke (korisni¢ko ime, e-mail, lozinku].

Ukoliko ste sigurni da su navedeni podaci tocno uneseni ali i
dalje se pojavljuje greska onda se vratite na postavke ,Internet
Email Settings” klikom na ,More Settings ..." te promijenite
sljedece:

Incoming server (IMAPJ: 993

Use the following type of encrypted connection: SSL/TLS
Outgoing server ([SMTPJ: 25

Use the following type of encrypted connection: Auto
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U slucaju i daljnjih poteskoca promijenite podatke:
Incoming server (IMAP): 143

Use the following type of encrypted connection: None
Outgoing server (SMTPJ: 25

Use the following type of encrypted connection: None

Ukoliko poteskoce i dalje postoje potrebno je prekinuti proces
kreiranja profila i zapoceti ispocetka.

Tada ponovno pokusajte s postavkama:

Incoming server (IMAP): 143

Use the following type of encrypted connection: None
Qutgoing server (SMTPJ): 25

Use the following type of encrypted connection: None

e Opcionalno: Odznacite ,Set up Outlook Mobile on my phone, too” i kliknite
LFinish”

[ [[]Set up Outlook Mobile on my phone, too ] 1 T T e

U sluCaju da se ne odznaci navedena opcija otvorit ¢e se stranica u web
pregledniku koja ¢e vas navoditi na instalaciju i postavljanje Qutlooka na
vasem mobilnom uredaju

5. Odaberite ,Prompt for a profile to be used” kako bi pri ponovnom pokretanju
Outlooka mogli izabrati novo kreirani profil, kliknite OK.

When starting Microsoft Qutlook, use this profile:
'5 Prompt for a profile to be used

'i,' Always use this profile

Outlook
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Nakon kreiranja novog profila u kojem se nalaze stare e-mail poruke, potrebno ih je
izvesti u .pst datoteku:

1. Pokrenite Qutlook i odaberite novo kreirani profil.

2. Sada bi trebali vidjeti sve poruke koje su vam slane prije aktivacije 0365 racuna, tj.
sve poruke koje vidite kada se ulogirate u Webmail.
Potrebno je kliknuti na svaku mapu zasebno kako bi se prikazale poruke.

~ Today

~
Test
Inbox Test3 118
Drafts Test. <end>
Sent Items
Test
UEED Check your mail. 1118
Junk Email Mail. <end>
Outbox
Test
RSS Feeds New mail 117
> Sync Issues (This computer only) Mail. <end> \ ~ .
+ Oova poruka ) Osvjezi
Search Folders T
est 2
New message. 107 m Inbox Salie Naslov *
Mail. <end>
e Q Koncepti 4 Test Test
Test 4 Test Test 2
Test2 17
New mail. send> - Mape ¥ 4 Test New message.
4 Test New mail
Test 1
i:st o 1116 - I RENST Test Check your mail
is is new mail. <end> 1
Test Test 3
il Sentitems
-_——

3. 1zvoz (export) datoteka se vrsi na sljedeci nacin:
e Unutar Outlooka kliknite na ,File” -> ,0pen & Export” -> ,Import/Export”
e Kliknite na “Export to a file”, zatim ,Next"
e (Qdaberite "Outlook Data File (.pst)”, zatim kliknite ,Next”
e (QOdaberite odredenu mapu iz koje zelite izvesti poruke ili odaberite cijeli

pretinac poste (mailbox):

A ~

‘ Export Outiook Data File X

E Select the folder to export from:

Eg;o.peric@skole.hr | 1. 2
NOOX o

+# Drafts

"] Sent ttems

W] Trash

ﬁ Calendar (This computer only)

A= Contacts (This computer only) C
LE(:; Journal (This computer only)

& Junk Email

D Notes (This computer only)
PO nukhay a7d

Include subfolders Eilter...

N
w-'. f
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e (Odaberite putanju gdje zelite spremiti .pst datoteku:

[
Export Qutlook Data File * |

Save exported file as:

c:\example\_exarnple.psd Browse... I

Options
(®) Replace duplicates with items exported
'f___} Allow duplicate items to be created

G' Da not export duplicate items

e (Opcionalno: Mozete postaviti lozinku na izvezenu datoteku. Ukoliko ne zelite
postaviti lozinku, samo kliknite OK

Nakon izvoza poruka, potrebno ih je uvesti u aktivni racun (onaj koji svakodnevno
koristite):

1. Ponovno pokrenite Outlook i odaberite profil koji je prije koristen (naj¢esce je to
profil pod nazivom “Outlook”].

2. Uvoz poruka radite na sljedeci nacin:
e Kliknite na ,File" -> ,0pen & Export” -> ,Import/Export”
e (QOdaberite “Import from another program or file” i kliknite ,Next”
e (Odaberite "Outlook Data File (.pst])” i kliknite ,Next”
e Pronadite datoteku koju ste prije izvezli (exportali] i kliknite ,Next"

e Podizborom mape iz koje zelite izvesti ostavite oznacen cijeli pretinac poste

Import Outlook Data File X

Select the folder to import from:

v [ Outlook Data File | 1. ~
M Deleted ltems
ﬁ Calendar (This computer only)

A= Contacts (This computer only)
P nirafie
< >

Include subfalders Filter...

(O Import items into the current folder

(@) Import items into the same folder in:

< Back Cancel
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Nakon klika “Finish” Outlook prebacuje sve poruke iz starog foldera Sent (poslano] u
aktivni folder Sent, iz starog Inboxa u aktivni Inbox, itd. U slucaju da neka mapa
postoji u Webmailu, ali ne postoji u OQutlooku, Outlook ¢e ju automatski kreirati i

premijestiti u nju potrebne poruke.

Napomena: Ukoliko Outlook kreira mapu, ali unutar mape ne vidite poruke (izgleda
kao da su mape prazne). Tada je potrebno izvrsiti sljiedece korake:

e Zaustavite Outlook

e Kopirajte datoteku VbaProject.0TM u mapu:

C:\Users\USER\AppData\Roaming\Microsoft\Outlook

- U slucaju da u mapi USER ne vidite mapu AppData, tada je potrebno ukljuciti

prealed sakrivenih mapa:

File Home Share IView 1.

[I M Preview pane

& Extra large icons & Large icons

¢i smallicons S List
NE;;%E:‘.M [H Details pane | == 7, i= Content
Panes Layout
ey
¥ Downloads ¥ 3D Objects
= Documents

e Pokrenite Qutlook

s= Medium icons I
i== Details

Group by ~ [] ttem check boxes =

1T Add eolumns = [] File name extensions

[ S Hide selected  Options
- 11 Size all columns to fit Hidden items §73 items -

Current view Show/hide
File folder
File folder

File folder

e Kiliknite na ,File” -> ,0Options” -> ,Trust Center” -> ,Trust Center Settings”

Ease of Access

Advanced
Customize Ribbon
Quick Access Toolbar

Add-ins

1] Trust center

Qutlook Options
|| Genera
Help keep your documents safe and your computer secure and healthy.
Ma
Calendar Security & more
Groups Visit Office.com ta learn more about protecting your privacy and security.
People Microsoft Trustworthy Computing
Tasks 3
| Microsoft Qutiook Trust Center
Search
The Trust Center contains security and privacy settings. These settings help keep your computer
Language secure. We recommend that you do not change these settings.

? X

| Trust Center Settings. |
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Kliknite na ,Macro Settings” -> ,Enable all macros ..."

Trust Center

Trusted Publishers
Privacy Options

Email Security
Attachment Handling

Automatic Download

Programmatic Access

Macro Settings

Disable all macros without notification
Notifications for digitally signed macros, all other macros disabled

Notifications for all macros

I L] ;Eﬂau e all macros (not recommended; potentially dangerous code can run)!

Add-ins

[ Apply macro security settings to installed add-ins

Zatvorite postavke i na tipkovnici pritisnite kombinaciju tipki ALT+F11

Odaberite modul PSTfixModule i kliknite ,Run” (odaberite cijeli mailbox)

#5 Microsoft Visual Basic for Applications - VbaProjectOTM

File Edit View Insert Format Debug Run Tools Add-Ins Window Help

BE~-d

wd%@;ﬁ‘:‘v‘ e =

Project - PSTFix &

=2 g PSTFix (VbaProject.
[ Microsoft Outlook
=425 Modules

mi e >
i)

< >

Properties - PSTﬁxMudﬁ

PsTfixModul Module ~

Alphabetic  Categorized

Name) PSTfixModule

Run Macro (F5)|

44 VbaProject.OTM - PSTfixModule (Code)

[(General) | [(Declarations)

Option Explicit
Dim SubFolder As MAPIFolder

Sub ChangeImapFolderandsubfolders()

Dim i As Long

Dim iNameSpace Ls NameSpace

Dim myOlApp As outlook.Application
Dim ChosenFolder As Object

Dim Folders As New Collection

Dim EntryID As New Collection

Dim StoreID As New Collection

Set myOlApp = Outlook.Application
Set iNameSpace = myOlApp.GetNamespace ("MAPI")
Set ChosenFolder = iNameSpace.PickFolder
If ChosenFolder Is Nothing Then
GoTo ExitSub:
End If

Call GetFolder (Folders, EntryID, StoreID, ChosenFolder)
ChangeFolderContainer

For i = 1 To Folders.Count
Set SubFolder = myOlApp.Session.GetFolderFromID(EntryID(i), StoreID(i))

Ponovno pokrenite aplikaciju

Sada bi sve poruke trebale biti vidljive

Nakon zavrsetka uvoza poruka, mozete obrisati novo kreirani profil (onaj ¢ije je
kreiranje opisano na pocetku ovih uputa).
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Brisanje novo kreiranog profila:

1. Otvorite Control Panel i pod “View by: “ odaberite “Large icons” ili “Small icons” -
bitno je da nije izabran “Category”

Adjust your computer's settings View Dy‘ 1

® (Category

System and Security ‘ User Accounts Large icons {
Review your computer’s status GChange account type Small icons | 2.
Save backup copies of your files with File History
e
Backup and Restore (Windows 7) mamm L.
%‘ Appearance and Personalization

\' £ Network and Internet ~
View network status and tasks _1 Clock and Reg\on
~

Change date, time, or number formats

7 Hardware and Sound

ﬂ‘ View devices and printers Ease of Access
Add a device @

Let Windows suggest settings
Adjust commonly used maobility settings Optimize visual display

Programs

S~
[I) Uninstall a program
Get programs

2. Kliknite na ,Mail" i odaberite “Show Profiles...”

‘Q Mail Setup - Qutlock x View by:  Small icons ~

Email Accounts

_? Setup email accounts and directories. Email Accountse,

(Windows 7) ‘i BitLocker Drive Encryption
Data Files 71 Date and Time
5 Somse stgs tor et outooksesto | ptaies. ® cas of ccess Cemer
Profiles A Fonts
% Setup multiple profiles of email accounts and ~= Keyboard
data files. Typically, you only need one. 5 H Drivers (32-bit) | @ Mail (Microsoft Outlock 2016) | 1
1 @1 NVIDIA nView Desktop Manager
Close es & Realtek HD Audio Manager
sktop Connections ¥ Security and Maintenance
U Speech Recognition ¥ Storage Spaces @ Sync Center
Taskbar and Navigation & Troubleshooting H2, User Accounts
.'~ ‘Windows Mobility Center %> Windows To Go @ Work Folders

3. 0znacite novo kreirani profil i kliknite ,Remove”, na upit odgovorite s ,Yes".

4. Ponovno oznacite "Always use this profile” kako bi vam pri pokretanju Outlook
automatski otvorio profil koji koristite (tako ne morate pri svakom pokretanju
Outlooka potvrdivati koji profil ¢e se koristiti):

‘When starting Microsoft Outlook, use this profile:
O Prompt for a profile to be used
[@ Always use this profile ] 1.

Outlook B

2. Cancel Apply

Nakon zavrsetka prijenosa poruka potrebno je obrisati sve poruke koje se nalaze u
Webmailu.
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Brisanje poruka iz Webmaila:

1. Prijavite se u Webmail sustav (https://webmail.carnet.hr/login.php)

Korisnicko ime
1| pero.peric@skole.hr |

Lozinka
2.
Nacin prikaza
Automatski odabran v
Jezik
Hrvatski M

Postavke nakon prijave

N Friovise &

CARNET Webmail namijenjen je svim korisnicima CARNET-a
koji posjeduju AAI@EduHr elektronicki identitet.

Dodatne informacije dostupne su u uputama za koristenje
(PDF) i na web stranicama usluge

2. 0znacite sve poruke i kliknite “Obrisi”:

[ Nova poruka ) Osviezi | = Proslijedi I 2.

a Inbox 1. Salje Naslov *
a Koncepti
_

Bl Mape ¥ ' New message.

VP § New mail
B Junk Email e Check your mail.
B Sentltems i Test3
. Trash

i Virtualne mape

3. Kliknite na "Ostalo” te iz padajuceg izbornika izaberite “Isprazni obrisano”:

il obrisi

_

Salje Naslov ¥ = Sakrij sadrZaj poruke

) Osvjezi | = Proslijedi
[1] Vertikalni prikaz
F Oznati kao, ]
|™ Makni oznaku »
® Cma lista
@ Bijela lista
= —

2.1 M !sprazni cbrisano

[l Vrati obrisano

Sakrij obrisano

Napomena: Postupak je potrebno ponoviti na svim mapama.
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