Save Your Student Files
Before Leaving Kent School District

STEPS TO DOWNLOAD WORK & EMAILS TO A PERSONAL DEVICE
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When you leave the Kent School District (KSD), you will lose access to Microsoft Office 365. This includes all your work and files saved in Teams,
OneNote, OneDrive, SharePoint, Outlook, and other Office 365 apps while you were a student.

We recommend saving your work or personal content before you graduate or move to another school district. Learn how to download your personal
material before your last day of school at KSD using the instructions within this document.

Download your files to your personal device.
Upload your files to your personal Google Drive or OneDrive (page 7).

Download KSD Files to Your Personal Device

Before you can upload files to your personal OneDrive or Google Drive, you will need to download the files or folders you want from your KSD OneDrive.

B Microsoft |  Office  products ~  Resources Templates  Support My

Visit office.com.

In this example, we are using Google Chrome as the web browser.

Click Sign in. Welcome to Office

hicate, collaborate, and get great work done.
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B® Microsoft

Signin
Enter your KSD email. It follows the snXXXXXX@kent.k12.wa.us Email, phone, or Skype
format. No account? Create one!
C||Ck Next_ Can't access your account?

Back

C% Sign-in options

Kent School District

—

Qnter password
Enter your KSD password. This is the same one you use to log into e
your device.

Forgot my password

Click Sign in.

Meed help? Contact the Customer Support Center at
253-373-7030 or C5C@kent.k12.wa.us. This site is
operated by Microsoft on behalf of the Kent School
District and is for the exclusive use of Kent School
District employees, students and partners.

£H>
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i1 Office 2365

Click the OneDrive icon on the that looks like a blue cloud.

i3I OneDrive L Search

. . . + lew v £ ownloat elete E jove 1o Z 0 o
Select the files or folders that you want to download by clicking Ponnged [ peste & Moveto [ copyt

on the circle next to the folder(s) you want to download. A = Myfiles ° Deskiop &2 =
checkmark will appear in a blue circle to let you know that you Lo o Documents B 2o
have selected the folder. At shared

& Recycle bin

Once you have all the folders you want selected, click Download. Quick access
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Once it’s done downloading, click the arrow.

Click Show in Folder.

Right click on the folder.

Click Extract All.
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i OneDrive L Sea
L Download [i] Delete 51 Moveto 03 Copyto

£3 My files

O Recent My files

# Shared

@ Regycle bin @ Name ~ Modified +

Quick access

More places...

Create shared library

Open
Always open ﬁlesppe
Show in folder
Retum to classic qe

Cancel

¥ OneDrive 2 11-19-..zip |

Get the OneDrive apps

Extract Downloads
Share View Compressed Folder Tools
’ » This PC » Downloads v | D 2 Search Downloads
(ol MName Date modified
P day (4)
" % OneDrive 2_11-19-2021 11/19/2021 12:37 PM
Open 11/19/2021 12:37 PM
Open in new 11,/19/2021 9:50 AM
B Share with 11/19/2021 9:39 AM
'hotos
Extract All...

X B
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Click Browse.

Navigate to where you want the files to be saved on your device
and click Select Folder.

Click Extract.

You are done! Next, you will need to upload your files to your
personal Google Drive or OneDrive (page 7).

Upload Office Documents to Google Drive

Follow the instructions to upload OneDrive folders to Google Drive.

£H>
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& Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

‘ CihUsers

\Downloads\OneDrive 2 11 -19-?_OZT|

Browse...

Show extracted files when complete

[ Selecta destination
« v 1 B> ThisPC > Deskiop

Organize v Newfolder

8 30 Objects
B Desktop
Documents
& Downloads
b Music

=] Pictures
B videos

e Windows (C:)

Intermet Shortuts o
Shorteuts o

= KSD-media (WFil
= ad-staf (\files
= ksd-student (\fi
= ksd-staff (Wfiles!

= ad-apps Mepps

Folder: | Desktop

8 This P Name Status.

10/4/20213:53 PM
10/4/2021 7:47 AM

v & P serchDeskiop
=04
Trpe Size

File folder
File folder

°

15

Select Folder Cancel
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Upload Office Documents to Personal OneDrive

Once you have downloaded your files, there are two options to upload your files to your personal OneDrive:

Method 1 (Page 7): Upload to OneDrive using File Explorer on your device if you have a large number of files and folders to upload.
Method 2 (Page 10): Upload to OneDrive online using your online Office 365 account if you only have a few files or folders to upload.

Method 1: Upload Files to Your Personal OneDrive Using File Explorer

We recommend using this method if:

You have a large number of files and folders to upload.
Your OneDrive shows up in File Explorer. Follow instructions to install and set up OneDrive in File Explorer.

n = | File Explorer

- v 4 A > Quickaccess v O Search

v Frequent folders (13)

~ o B> ThisPC > Desktop

Open File Explorer on your personal device. e
@ OneDrive - Kent School District:

> O ThisPC

Navigate to where you downloaded your OneDrive files and open the OneDrive
folder.

In this example, the file was saved to the desktop.
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Select all the files and folders within that OneDrive folder by clicking on the box
next to the folder icon so that a checkmark appears in the box.

Right-click on the selected documents and click Copy.

Click on OneDrive on the left-hand side of the window.
Click on the Home tab.
Click the Paste button.

Your files will start copying over and start syncing to your OneDrive. It may take a
while if you have a lot of files, you are copying over and syncing.

You know it is done syncing when there are green check marks in the status column
next to the names of the files or folders.
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OneDrive_1_9-27-20... v O L2 Search OneDrive_1_9-

S

3 1] Mame

_ Documents

Open

Open in new window

Pin to Quick access

Add to VLC media player's Playlist
Play with VLC media player

| B

Always keep on this device

Free up space

E Scan with Microsoft Defender...

Give access to >
5 Snagit >

Send to >

Cut

Copy N

| & [ = | OneDrive - Kent School District
Home  Shars ew
Move to ¥ Delete ~
W= Copy path
FintoQUick Copy Paste Copyto Rename
cess

o [7] Paste shorteut

Clipboard Organize

« © 4 @ > OneDrive v o

O Name

uick access

eative Cloud Files

New

folder

Hew

%
Froperties

Open

& History

open - FH selectal
Edit Select none

Select

Status Date modified

2H invert selection

@ OneDrive
[ This PC
11 items ‘ ;
[] Mame Status
B Desktop (&]
| Documents @
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Method 2: Upload Files to Your Personal OneDrive Using Online Office 365

We recommend you only do a few folders and files at a time, otherwise OneDrive may time out and not all your files and folders will be uploaded.

) Office 365 Login | Microsoft Offi- X [Sef8

€ 3 C v offcecom
1 Apps ' Vector Training, K-1.
® Googtecromeisnt your et rowser ([
B Microsoft |  Office  products v Resources «  Termplates  Support My

Visit office.com.

In this example, we are using Google Chrome as the
web browser.

Welcome to Office
ClICk Sign in, Your place to create, cd @ hicate, collaborate, and get great work done.

Signin | Get Office

Sign up for the free version of Office >

B® Microsoft

Sign in p
Enter your email associated with your Office 365 Eepnne s
account.

No account? Create one!

Click Next. S q
Back

@b Sign-in aptions

£H>
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B Microsoft

Enter your password associated with your Office 365
Qnter password
account.

Click Sign in.

Sign in with a security key ?

i1 Office 365

Click on the OneDrive icon on the left-hand side of
screen (looks like a blue cloud).

¢ @ B © 2

)

OneDrive
Click Upload.
. . . T Upload ¥ 2 Sync #3 Automate ~
Select what type of object you are downloading (File
or Folder). B3I My files Files
You can only select one Folder at a time, in this O Recent My files i’
example we selected a folder. &£ Shared
§ Recydle bin O Mame ~ Modil

A Kent School District | Organizational Effectiveness (DARTS) | Technology I3 Q‘ OJ
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Navigate to the folder you want to upload. © st Folderto Uplocd *

< L » ThisPC » Downloads » OneDrive_1_11-19-2021 v [¢] S Search OneDrive_1_11-19-20..
Click on the folder you want to upload and click S T ) =- @
U |oad - Name Date modified Type Size
p . ek acess _ Documents 11/19/2021 2:24 PM File folder
@ OneDrive - Kent Sche Desktop @ 11/19/2021 2:24 PM File folder
. Documents 11719 :24 PM File folder
You will see a progress bar that shows your L) T0E '

documents are being uploaded and it will disappear
after it is done.

Keep repeating steps 10-11 until you have all your
documents uploaded to OneDrive and then you are G >
done! Folder | Desktop 1

Cancel
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If you downloaded Word, Excel, PowerPoint and Outlook onto your personal device, the apps will go into “reduced functionality mode” sometime within
90 days after you leave Kent School District.

Reduced functionality means you can only view or print your documents. All features for editing or creating new documents are disabled, and you will
see a message that asks you to enter a product key or add your device to an active Office 365 account.

There are three options if you want to continue editing or creating documents.

Upload your Word, Excel, and PowerPoint files to Google Drive if you have a personal Gmail account. You’ll be able to edit the files with Googles
Docs, Spreadsheets, and Presentation, and even download later as Word, Excel, and PowerPoint files later

Obtain a Microsoft account from your new school, college, or institution to validate your software.

Purchase a personal Office 365 subscription. Apply while you still have a Kent School District email address to receive the home use discount.
The new software will not retain your KSD online documents or email.

A Kent School District | Organizational Effectiveness (DARTS) | Technology A o)’
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Microsoft Outlook Email

Export Contacts

The process for exporting contacts from Microsoft Outlook is different on different devices.

Windows Desktop: Export Contacts from Outlook

Mac Desktop: Export items to an archive file in Outlook for Mac

Outlook Online: Export contacts from Outlook.com to a CSV file

Forward Emails

To continue access to your existing personal emails, forward the messages you need to keep. Emails will not automatically migrate to an outside

service. You may forward messages that do not contain protected or proprietary information to a personal address.

Forward an Email Using the Outlook App

Mo g s £ search
file  Home  Send/Receive Folder  View Help
Email tems~ | K = Forward By~ | Teams
Open the Outlook app. Al Uniesd
o
. . [m] Test Email
Click on the message you would like to = ‘ d
forward. =
®
Click the blue forward arrow. .

A Kent School District | Organizational Effectiveness (DARTS) | Technology
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3] R~ = P Search

al — a
File Heme  Send /Receive  Folder  View  Help  Message
Gk eI NER Y AR & | G
Paste | B I ul2. A — — — ||| = 5= | Names | Include | Tags Show Read Check Dictate Editor | Insights View
- - == =8l= = = < = Fields~ | Aloud | Accessibility Templates
In the TO: fleld, type |n the emall Clipboard [ iasmm Speech | Accessibility Voice Sensitivity | Editor m“:dmd Myém:ate; ~
iscar op Out
«Favorites All - Unread ByDate v T
address that you want to forward the v (0 Vou st not esponting tathe et mescae it oo, Cck et apeni

email to. - . > | [
Test Email 9/28/2021

Press Send.

20000000
B
°

You are done! Repeat these steps for
any messages you want to forward. A

~ Inbox 7

Subject  FW: Test Email

g'. ) %

Items: 1 1 Reminders: 5

This folder is up to date.  Connected to: Microsoft Exchange [ Display Settings | 1 -—F—+ 100%

£H>
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Forward an Email Using the Web Version of Outlook

) Office 365 Login | Microsoft Offi. x [

< C v officecom
1 Apps % Vector Training, K-1...
&  Google Chrome isn't your defauilt browser m
= Microsoft | Office  Products ~  Resources ~  Templates  Support M

Visit office.com.

In this example we are using Google
Chrome as the web browser.

Welcome to Office

Click Sign in.

Your place to create, cd @ hicate, collaborate, and get great work done.

Sign in | Get Office

Sign up for the free version of Office >

B® Microsoft

Enter your KSD email. It follows the Sign in p
snXXXXXX@kent.klZ.wa.us format. Email, phone, or Skype

No account? Create one!

Can't access your account?

Click Next.

Back

C% Sign-in options

£H>
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Kent School District
«

Enter your KSD password. This is the ﬁn

ter password
same one you use to log into your

ssword

device.
Forgot my password P
Click Sign in.

Need help? Contact the Customer Support Center at
253-373-7030 or CSC@kent k12.wa.us. This site is
operated by Microsoft on behalf of the Kent School
District and is for the exclusive use of Kent School
District employees, students and partners.

i Office 365

Click on the Outlook icon on the left-

(]
®
o
hand side of screen. |
&
i
L)

A Kent School District | Organizational Effectiveness (DARTS) | Technology
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Click the email that you want to

O search
fo rwa rd . i Delete T Archive © Junk v < Sweep 53 Moveto v <J Categorize v Undo  ---
© Test w Filter Test Email
Click the blue arrow pointing to the o s e O o s hs mesgn To 9287021317
right. d | I

In the To: field, type in the email
address that you want to forward the

email to. 0 o

Cc

B Send [ Attach v @ Encrypt [i] Discard

Press Send.

Fw: Test Email

You are done! Repeat these steps for

o Teams call

r=}

g = X

LI
[ Rescing st

Bec

any messages you want to forward.

Kent School District | Organizational Effectiveness (DARTS) | Technology
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Create a Backup File of your KSD Emails (.pst File)

If you use Outlook for Windows and want to move a large number of personal emails to a personal Outlook or Gmail address, you can collect them in a
folder and use an application to move them.

Open the Outlook app that has your KSD emails.

Ci

Open in New Window
D MNew Folder.

%

If you wish to put these emails in a separate folder in your Outlook, please create a new
e LCopy Folder

folder to put them in. If you don’t want to create a new folder, please skip this step.

Right-click on Inbox.

Click New Folder. Type in a name for the folder in the text box that appears and then & Mark Al Read

File F
press Enter on the keyboard. IE2 Clean Up Folder

E‘l fE T Delete Al
In this example we are going to use the folder named Test. New  Ne

Email ltem

Remove from Favorites

~  Move Down

orite .
Properties...
Inbox " -

A Kent School District | Organizational Effectiveness (DARTS) | Technology
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File M Send / Receive Folder View Help
s O [ e R S o =
New New Delete Archive | Reply Reply Forward Share to
Email ltems~ | F&lunk~ Al B More ~ Teams
New Delete Respond Teams
«Favorites ﬂ Unread ByDate v T
Click on the email that you want to drag into the folder you created and let go of the e ”Q”““"‘”
mouse once your cursor is over the folder you want to put the email in. 0 peeers . (
O
w
v w |
-
e — Test Email Tue 10:27 Am I
Help Desk.
Test
Tickets %2&6
File Home Send / Receive
IS Ignore m
. N Ezal Up~
Click File. N ow | P Detey
Email Itemns ~ %J“”kv
MNew Delete
£
~Favorites
F ek 44
Open
(o] Calend:
CB | crretsns femovtookics 9
Open
Calendar
Click Open & Export. _—
Open Outlock Data File
St Open an Outlook data file ( pst)
Open Outlook
i it Data File
Click Import/Export. ’
I 1/E t
S
Import/Export
Other User's Fold
B [
Other User's
Folder

A Kent School District | Organizational Effectiveness (DARTS) | Technology _Q‘
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2. Click Export to a file.

9. Click Next.

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Ex a file

Import a VCARD file (v}

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

Import R3S 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.

g

T

10. Click Outlook Data File (.pst).

11. Click Next.

Exportto a File

Create a file of type:

Comma Separated Values
Qutlook Data File [.pst)

< Batk Net> | | cancel

12. Select the folder that you created that has your emails you want to save.

13. Click Next.

Export Outlook Data File

Select the folder to export from:

~ 3 A -

~ ] Inbox (11}

|
Test
Tickets (54]

[ Drafts [3]
] sent Items
Deleted Items (72}
1 archive
< >

v

@In(lude subfol
Mext =

| <Back | cancel |
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Export Outlook Data File x

Save exported file as:

1t School District\Desktop\backup. Browse...
Options
@ Replace duplicates with items exported
O Allow duplicate items to be created

Click Browse and navigate to where you want your .pst file to be saved. It is (O Do not expart duplicate items

recommended to save it to your OneDrive.

Click on OneDrive (or where you decide to save the file).

Click Ok. Q
< Back Finish Cancel

Click Finish.

i Open Outlook Dat Files

In this example, we are saving it in OneDrive. If you can’t save it to your personal OneDrive, © h e o Cells
save it to the Desktop and use the instructions Upload Office documents to Personal - .
OneDrive to upload it to your OneDrive on page 10. o mmmeni e

N

File name: | backup.pst

Sovesstype | Ouook dtafes (st 5
16
A Hide Foldes Tooks e

Create Outlook Data File >

A box will pop up asking you to create an optional password. This is optional. ST peee

Password: | | |

Leave everything blank and click Ok.

Verify Password:

DSavethis passwor password list

You are done!

Cancel
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Move Personal Emails from Outlook to Gmail

1. Create a .pst file. Follow instructions on how to create a .pst file on page 18.
2. Import the .pst file to Gmail, please use this Google Support Document for instructions on how to import the .pst file to Gmail.

*Please note that that the Support document to import a .pst file has multiple pages. After completing the step on the page, please click to the
next page to continue the process (there are five steps). Example picture is below:

= Google Workspace Learning Center Q' Describe your issue

Download, install, and import

1. Download and install GWMM®@

Google Workspace Migration for Microsoft Quftlook

Next: 2. Sign in to Google Workspace >

This article is for Google users. To begin inistering GWMMO, see GWMMO admin help &3 .

You can use Google Workspace Migration for Microsoft Outlook (GWMMO) to import data from a Microsoft
Exchanae account or PST file, by steppina throuah a miaration wizard. You can import vour email, calendar. or

£H>

|
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Move KSD Emails to Your Personal Outlook App

Open the Outlook app that has your email you want to transfer the KSD emails to.

E Open in New Window

] Mew Folder.,.

[+

% Copy Folder

If you wish to put these emails in a separate folder in your Outlook, please create a new
folder to put them in. If you don’t want to create a new folder, please skip these steps
and go to step 4.

Right-click on Inbox.
) Mark All as Read

Click New Folder. Type in a name for the folder in the text box that appears and File P 2 Clean Up Folder
then press Enter on the keyboard. F—Il FE T Delete Al

. . Mew  Me Remowve from Favorites
In this example, we are going to use the folder named Test. Email Iterr

w  Move Down

Properties...

fle  Home  Send/Receive  Folder  View
™| & cenue-
New New
Email ltems ~ | SSJunk~
New Delete

Click the folder you just created to open the folder. If you didn’t create a new S T Al ead
folder, click on the folder you want your emails to be transferred to. (e " © Wesntin
[ Sentltems
[ £ Deleted items 72
In this example, it is the Test folder. D inborc- custemer supe..

A Voicemail_Customer_Sup...
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File Home Send / Receive

IS Ignore m
! . [E% Clean Up ~
C||Ck Flle. n » 7 Clean Up ]
Email Items ~ %JUﬂkV

New Delete
£
wFavorites
P laka. 44

Open

Open Calendar
P’E Open a calendar file in Outlook (ics, ves).
Open
Calendar
Click Open & Export. _
Open Outlook Data File
Sm e TS Open an Outlook datafile (pst).
Open Outlook
i Print Data File
Click Import/Export.
P Import/Export
— Import or expart files and settings.
Import/Export
Other User’s Folder
@ Open afolder shared by another user.
Other User's
Folder
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2. Click Import from another program or file.

9. Click Next.

Wi

Import and Export Wizard

Choose an action to perform:

Export R55 Feeds to an OPML file

Export to a file

Import a VCARD file ()

Import an iCalendar (.ics} or viCalendar file (s
Import from another program or file
Impaort RSS Feeds from an OPML file
Impart RSS Feeds fraom the Common Feed List

Description

Import data from other files, such as Outlook
data files [.P5T) and text files,

< Back Mext = Cancel

10. Click Outlook Data File (.pst).

11. Click Next.

Import a File

Select file type to import from:

Comma Separated Yalues
Dutlook Data File [ pst)

< Back Net> | | Cancel
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12.

13.

14.

15.

16.
17.
18.
19.

20.

£H>

Click Browse.

Navigate to where you saved the .pst file. Click on the file to select it.
In this example, it was saved to OneDrive.

Click Open.

Click Next.

Click the arrow by “Outlook Data File.”
Click the arrow by “Inbox.”
Select the folder that you created so that it is highlighted.

Select Import items into the current folder.

Click Finish. The emails should show up in the folder that you selected.

You are done!
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Import Qutlook Data File s

File to impart

|t senoat Dustnmoemop\n@ Browse... |

Options

@ Replace duplicates with items imported
OAHow duplicates to be created
O Do not import duplicates

G op
&~ 1 @ OneDiive- Kent School Ditrict v o
Organize v Newfolder
Neme . Status Date modified Tpe
* Quick access
@ Microsoft Outiook

& Creative Cloud Files
@ OneDiive - Kent Sche

5 Thipc

P

@) backuppst e 9r21/2021 1:56PM Outiook Dat

ta File 285K8

File name: look data files ("pst) V]
Tools + Open Cancel

Impert Outlock Data File

Select the folder to import from:

~ F‘El OQutlook Data File
]E Deleted ltems

v D Inbox

D Rdelencso

Include subfolders

Import items into the current folder

O Impaort items into the same folder in:

7

| <Back [ Finis

Cancel |
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