Microsoft 365: Exporting Emails from
First Class

All Users

Attention: Exporting your emails from First Class will save them as text documents.

They will not look the same!

* First Class

For active emails, forward them to your Office 365 Outlook.

a. Use your email address that ends in @sd57learn.com

i. @sd57learn.com is temporary and will be closed September 30™

For archived emails:

We recommend that you collect the emails you want to save into folders. You can export
emails individually but it is time-consuming.

Creating a folder for your emails

1.

Right click anywhere on your computers desktop
2. Click New - Folder
3. Name your folder “First Class Emails”
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Exporting Emails to your Desktop

1. Open First Class and Log In

2. Click File in the top left hand corner of your screen
3. Click Export

4. Select your folder

5. Click OK
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a. Click where you want the folder to be saved (Desktop).

b. Click OK

Note: if the attachments have names that are too long, they will not export automatically. You
can download these attachments individually by right-clicking on them in their original email on

First Class, selecting Save attachment..., and choosing where to save them.

Unselect the Close when finished checkbox on the file transfer box to see which attachments

did not export automatically. The error will say Invalid file path.

Qi File Transfer: Completed - *
3 .
% -
»] | test haathatjhatjatjaethaethaethaethaehahahatha...
n Completed
[] Close when finished: | Cloze | Open Folder
} Details, Statistics
B Invalid file path test
| haathatjhatjatjaethaethaethaethaehahahathaethaehathtahahahahata
€ ahtehtaeayeayE'YEecaeattahathatehasthashaehahahetttttttttttttttttt
|| Y YV Y Y Y Y Y Y Y Y Y Y Y Y YY
YYYYyyy.docx
H

Microsoft 365: Exporting Emails From First Class
All Users

Page 2 of 4

School District No.57
Version 4.0



Note: When you go to the folder on your Desktop and open it, you will see all of the emails

have saved as individual folders.
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__lason Peters; Message from Dr. Bonnie Henry; 6-1-2020 5/2020 3:43 PM File folder
[ Desktop )
__Joseph Jeffery; Time to meet tomorrow; 6-8-2020 020 3:43 PM File folder
; Downloads .
__Karen Wong; Update on K-12; 5-29-2020 File folder
|| Documents __Lisa Price: Fwd Motes and input; 6-3-2020 020 3:43 PM File folder
P
=| Pictures __Payroll Department; TS change; 6-3-2020 ] File folder
Curriculurm Hub Website __Sharon Hockin; Librarians; 5-27-2020 6/15/2020 3:43 PM File folder
== jbrown (\\fs1jmc.ad.sd37.b
PowerPoint Project Images
RMC Project Buttons
& This PC

The text of the emails is saved as .rtf, and .txt, and .xml files. If there are any attachments, they
will be saved in their original formats in a subfolder within each email folder, unless their names

are too long (see previous note).
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From: Jason Peters Monday, June 1, 2020 9:04:54 AM
Subject: Message from Dr. Bonnie Henry

To: Jason Peters

Good morning.

Please see this message from Dr. Bonnie Henry.

[ https://youtu.be/F2QXvp579Bs Jhttps://youtu.be/F2QXvp579Bs
Regards,

Jason Peters
Communication and Community Relations Officer
School District No. 57 (Prince George)

Office 250-561-6800, extension 887

Cell 250-64@-8908
School District No. 57
https://wni.sd57.bc.ca
School District No. 57
School District No. 57
School District No. 57

websites: [ https://www.sd57stories.com/ ]https://www.sd57stories. com/
Jhttps://wn. sd57.bc.ca

on Facebook: School District No.
on Twitter: @SD57PG

on Instagram: schooldistrict57
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we are situated on the unceded ancestral lands of the Lheidli T'enneh First Nation in

Prince George and McBride, the MclLeod Lake Indian Band in the Mackenzie region and the Simpcw First Nation in
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‘ OneDrive

Saving Email Folder from your Desktop to your OneDrive

1. Loginto Microsoft 365
2. Click OneDrive
3. Click, drag and drop your First Class Emails folder to your private OneDrive
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