Enterprise Email
Pre-Migration Step 2A
Record and Save Group Memberships

1. Open Outlook and select in the toolbar the Address Book icon to open the

address book.

[(~) Inbox - Micresoft Outlook
! File Edit View Go

:3iNew - | & 5 X

Tools  Actions Help

i Reply (=8 ReplytoAll (= Forward | B W | % Send/Receive - [ | [l Search address books

2. In the search box type your own name to find the entry. Ensure the Fort Gordon

address book is selected. /

(Gl Address Book: Fort G

/ Sl

File Edit Tools
Search: @uGme only () More columns Address Book
harris, james Go Fort Gurdun - Advanced Find
| Mame Title Business Phone Lt
E Harris, Jon C CIV USA TRADOC T0e.791.1657
& Harris, Linda F CPT MIL USA TRADOC T0e.737.7016
& Harris, Linda G CTR US USA IMCOM f0e.791.5144
& Harris, Marc D COL MIL USA FORSCOM F0e.791.9307
& Harris, Margaret A CTR. US USA T0E.791,5422
& Harris, Margarett A CTR US USA IMCOM T0e.791.7412 |:|
E" Harris, Patricia A LTC MIL USA T06.737.7635
& Harris, Randall L Mr CIV USA IMCOM F0e.791,.5008
& Harris, Ruben D SFC MIL USA TRADOC T06.791.8430
& Harris, Sammie SFC MIL USA 706,791,9432 (780)
& Harris, Stephen D CTR. US USA f0e.791,5534
& Harrison, Aaron CTR US USA Training Re... 706.791.3215
& Harrison, Brent E MSGT MIL USA 706.791.3743
& Harrison, Christopher M S5G MIL USA TRADOC f0e.791,2192
& Harrison, Clinton P SGT MIL USA 706,791.8645 (730)
=) |Harrisrmr Jacqueline M SGT MIL USA | 706.791.3233 ki
1 Tl] b
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3. Double click your name to open and then click the Member Of tab.

__—

=] Harris, James W Mr CIV USA (=@ ][]

| General I Organization | PhoneMNotes ‘ Member OF |E-mai| Addresses‘

& GORD FG NEC GORDON NETWORK OPERATIONS

&, GORD.JASO.ADMIN

&, GORD.IASO.ALLOW

41, GORD.VPN.USERS

&, GORD_ATZHIM

&, GORD_atzhim1

& GORD_dco

i GORD_ExchangeUsers

&, GORD_FG IASO

&, GORD_Server Admins .
4| n +

Add to Contacts

4. The list of groups may be longer than what is visible in the window. If this is the
case multiple window captures will be necessary to capture all the listed groups.
To accomplish this, after each window capture, return to the Group membership
window and scroll down to list the remaining groups and repeat step 5. Navigate
to the open Word document and repeat step 7.

5. On the keyboard press “Ctrl-Alt-Print Screen” all at the same time. This will
capture a screen shot and place it on the clip board. Nothing will change on the
screen.

6. Open a new Word document. Click the Start eicon in the lower left corner of

ws
the screen. Select “— Microsoft Office Word 2007. If this selection is not

available navigate to Start e All Programs -> Microsoft Office ->

ws=
I= Microsoft Office Word 2007.
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Do\\H92-0& )¢ Docurmentl - Microsoft Word
o) —— =

| Home | Insert Page Layout References Mailings Review  View  Approvelt

@ ‘*’ Times New Roman  ~ 12 - A‘A‘ E AaBE

EE |
Paste ; [B 7 U -abe x x Aam||W- A~

Clipboard & Font ]

Times New - |12 = A" o7 A
B IEW-A-

Font...

Paragraph.

Bullets »
= MNumbering »

Hyperlink.

Look Up...

Synonyms »

Translate »

Styles 3

Page:1ofl | Words:0 | ¢ |
TT T T

The captured image will appear in the document (multiple images if required):

N H9- 6 & )+ Documentl - Microsoft Word - o x
el ——
- | Home | nsert Page layout  References  Mailings  Review  View  Approvelt @
& . mero 3 A Find ~
3 B e vewmonn -2 [0S 23 | AaBbCCI| AaBbCel AaBbC: & veme| |
3 = e
Paste. ¥ ‘n I U ~abe x, X A‘.Hahjvév‘

THormal |7 MNoSpaci.. Headingl _ Change
‘ Styles~ | g Select~

Clipboard & Font i Paragraph i Styles || Editing

2= Harris, James W Mr CIV USA o] = =]

General | Organization | Phone/Notes | Member OF | £-mail Addresses|

Group membership:

& GORD_Server Admins
« i

[oc J[ ol 1 o |

Page:10f1 | Words:0 | ¢ | [Eem== —
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8. Save the document to the Legacy Email folder (located on your Desktop). Select
the Office Button. Click Save As.

@E EER B Documentl - Microsoft Word -
eview  View  Approvelt (7]

X

Save a copy of the document
New . 6& 3 Find -
Word Document 1AstCcD:’ AaBbcede AaBbCi AaBbhCe AaB 4aBbCe. 2, Replace
~ | save thefile as a Word Document. ThHormal |TNoSpaci.. Headingl Heading 2 Title Ssubtitte - Change
7 Open Styles~ || & Select~
Paragraph = Styles n | Editing

(7] Word Template
I I save % Save the document as a template that can
* be used to format future documents,
=] ‘Word 97-2003 Document
L\ Save s | » | =— | Save a copy of the document that is fully
compatible with Word 97-2003,

@ orint » | 72y OPenDocument Text
- Save the dacument in the Open Document

Format. = E‘

@ Prepare » b PDF or XPS
._%_ PubIish @ copy of the document as a PDF or tion | PhoneMotes | Member Of | E-mai Adcresses
PS file. )
@ Send > b
—] Other Formats P34 A
Open the Save As dialog box ta select from A0 LIST
\é'g Publish * all possible file types. [EC GORDON NETW...
EXCHANGE
A >.ADMIN
D Close d.ALLOW =
USERS

[8 Word Options [X Exit Word | HIM

. GORD_dco

. GORD_ExchangeUsers

1 GORD_FG IASO -
< ol ] D

Add to Contacts

Coc ) [oma J[_wm ]

Page:1ofl

Words:0 | G |
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9. Select Desktop. Double click the Legacy Email folder. In the File name field
type “Group Membership.docx”. Click Save.

] Save As Es
3 "

@uv| . v Legacy Email - ‘ "| |Seum’1 Pl
Wy Organize ~ 558 Views ~ [ New Folder «
Favorite Links Name Date modified Type Size Tags

[T
| Templates I_JDeIegates.docx
E, Documents
— B Desktop
15| Recent Places
/% Computer
E Pictures
More »
Folders »~
el File narme:  Group Membarshipldocx -
Save as type: [Word Document (*.docx) -
Authers: jamesaw.harris Tags: Add atag
[F] Save Thumbnail \

10.Close all open windows.

11.You have now completed Step 2A.
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