How to Export Folders from LAUSD Web Mail

(Note: If you need assistance, please call the ITD HelpDesk at 323-224-2277,
option 7.)

The following instructions are written for Outlook Express. If you use another E-mail client, you
would have to review the instructions for that software to determine how to do these same steps
in that program. These steps are designed to provide you will an overview on what steps should
be performed. You can also use this information to assist you in determining the proper steps in
your e-mail client in you are not using Outlook Express.

Setup Outlook Express with IMAP Access to LAUSD Web Mail

To configure Outlook Express to access your LAUSD Web Mail account using IMAP, follow these
steps:

1. Onthe TOOLS menu, click ACCOUNTS.

B8 Inbox - Outlook Express

J File Edit %ew | Tools Message Help

@ ¢ Send and Receive ¢ W

-

Create Mail fe  Synchranize Al [ebe Sen/Resy

& Tnhox address Book... Chrl+Shift+B _

fdd sendenbotddress Baak

Folders I Subi‘ec
€3] Outlaok Express Message Rules g
E‘@ Local Folders Mewsgroups., .. Chrl+
" o
@ Outho Accounts, ..

----- S Sent Trems il ooc

...... {3 Deleted Items

o 5B} Drafts

From: To:
Subject:

2. On the MAIL tab, click ADD, and then click MAIL.



Internet Accounts

Internet Connection Wizard

Your Hame

4. Type your LAUSD e-mail address in the E-mail Address box, and then click NEXT.
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5. For the incoming mail server type, click IMAP. For the Incoming mail (POP3, IMAP or
HTTP) server, type your IMAP server name (pop.lausd.k12.ca.us). For the Outgoing mail
(SMTP) server, type the IMAP SMTP server name (mail.lausd.k12.ca.us), and then click
NEXT.
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6. Type your LAUSD account name in the Account name box.
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7. Click NEXT, click FINISH, and then click CLOSE to exit the Internet Accounts dialog box.

Internet Accounks

S pop.lausd k12.ca.. mail [default Any dyailable

8. You should receive a message that states: Would you like to download folders from the
mail server you added? Select YES.
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9. You should see a logon dialog box. Enter your username (if not already displayed) and
your account password. Unless this is a machine that only you will access. (i.e. your
home machine) DO NOT check the option that says REMEMBER PASSWORD.
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10. A new box should appear on your screen that shows the server name and folders in your
mailbox. Click OK to return to the main screen in Outlook Express.
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11. Once you have completed the above steps, the mail client should refresh, and you will
see a listing of your folders. NOTE: This is only viewing the folders on the server; it
is not downloading them to your machine at this time.



Creating Local Folders to Match Folders in the LAUSD Web Mail

In the “Local Folders” section, you can create a new folder to correspond to the ones on the
pop.lausd.k12.ca.us “IMAP” section. For instance, if in the IMAP section you have a folder called
PARENT E-MAILS, you can create a folder with the same name in the “Local Folders” section.
This will provide you with a folder to COPY e-mails from the IMAP server to your local folders.

This will allow you to later copy all of these folders to a save location.

1. To add a folder, first highlight the LOCAL FOLDERS in the FOLDERS window.
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2. On the FILE menu, point to FOLDER, and then click NEW.
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In the Folder name text box, type the name of the new folder (i.e. Parent E-mails), and
then select the location for the new folder. Local Folders should already be highlighted.
Click OK to create the new folder.
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Select the folder in which to create the new folder:
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4. Return to the IMAP (pop.lausd.k12.ca.us) section and highlight the PARENT E-MAILS
folder. Also, select the RIGHT pane (where the message headers are displayed). From
the EDIT pull-down menu choose SELECT ALL.

& Parent E-mails - Dutlook Express

JEiIe Edit ‘Wiew Took Message Help
| — H @ X 5 B &= | O
|

Select Al

Bt [Delete SendjRecy Addresses Find Purge IMAP Folders
Find 3
v Pa
Mave boFolder . L e e
Folders Copy to Folder... From | Subject | Received |
gﬂ Outh " Tom Jones My Son's Grades 2/18/2004 B:30...
EI@ | Delete G " Joy Stevens RE: My Daughter’s Parent Conference Appoint... 2/18/2004 6:37...
] of Unoetzee " Joe Brothers When is Open House? 2/18/2004 6:43...
Enigity Dalkitad Lz Folder 5 Peter Choi New School Hours? 2/18/2004 6:45...
Purgs Deleted Messages B Juan Gonzalez How Can 1 Yolunkeer in the Classroom? 21512004 6047 PM_§

5
4
10 Mk as Read (e i)
A el as Unread
§ Merk Gonversation as Read Gl
| Mark All Read Chrl+-Shift+a
3 ez e e}

T

5. With all messages highlighted, from the EDIT pull-down menu select either MOVE TO
FOLDER or COPY TO FOLDER.
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6. When the list appears, select the corresponding folder in the LOCAL FOLDER section.
(You can even create the new folder from this screen by pressing the NEW FOLDER
button.) NOTE: If you select MOVE TO FOLDER, mail will be removed from the Web
Mail server.
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7. Verify that the contents of the LOCAL FOLDER match the IMAP folder with the same
name. At the bottom of the Outlook Express window in the status bar, you should see a
count of the number messages in that folder when you highlight it. Make sure the
number of TOTAL messages matches.
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8. Repeat this process for all the folders you would like to archive.




9. Once all folders have been moved or copied, you can use the instructions found in the
document titled “How to Back Up and Recover Outlook Express Data” to copy you files to
a save location.



