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Exporting InterAct Emails

These instructions will guide you through exporting emails from InterAct for archival purposes. Emails will not be stored
in an “email format”; however you will be able to access content.

NOTE: Before proceeding, be sure to clean up your mailbox and remove any unneeded emails. This will help the

exporting process go simpler and faster.

The following steps will demonstrate how to:

e Organize your emails into logical sub-folders within your mai
e Export the mailbox sub-folders one at a time.

e Handle errors while exporting the emails.

e Access exported files.

Organizing your emails into folders

1. Loginto First Class.

2. Open your InterAct
Mailbox.

FI|E Edit Format Message Collaborate View
_] Desktop 184 Files 49 Folders 1 Hidden 1 Deleted |

e E

Mailbox (1 ) Calendar (3) Contadis|

ilbox.

5. After creating the sub-folders, select and drag the
emails from your mailbox to the corresponding sub-

folders.

B8, Maibox
H g AAAInterAct replacement
@ 2 FromTim Dan
@ 2 InterAct Folder
® 2 Jen (To From)
3 2 Project

@ @ Save

# 2 Sent mai

@ Stationery

. Renamed folder

3. Fromthe
menu bar,
. New Document
Select Flle- > New Document Special
Ctrl+F4 New Memo
Select New, Upload... CtrlT e e ation
Download... New Contact
and then s
Import > New Mail List
Select New Export... New Bookmark
Folder Save Ctrl+S New Calendar
Save As... Mew Event
Delete New Task
Undelete New Voice Greeting
Properties... AltEnter R
Print Layout

4. You may rename

“ANew Foldae
the folder(s) by 2 Project | Move to Folder...
i icki @ @ Save Select Similar ltems
right clicking on smm o
each folder and @ @ Station:

. Open in New Window...
selecting Rename.

Give each sub-
folder a logical
name for the
contents each will
contain.

bummarize Selected

Pownload...

@ Maibox 42 Files 9 Folders 168 Deleted InterAct

6. When complete, proceed to the “Exporting Email”

section (below).

Exporting Email

Please export each sub-folder individually. Attempting
to export the entire mailbox at one time may generate

errors.
1. Select a folder to
export.

2. Select File, then
select Export.

File Edit Format Message Collab
. & X
New Move to Folder Delete

= L% Mailbox (1)

e AAA InterAct replacement
. From Tim Dan

= InterAct Folder

¢ Jen (To From)

.+ Project

b Renamed folder

| Edit Format Message Collab

>

HEEEEB

>
Ctrl+F4

Ctrl+T
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3. The Browse For
Folder window will
open.

Select a location to
save these emails
(e.g., Desktop), and
then select Make
New Folder.

4. Type a name for this
folder (e.g., Exported
Emails.)

5. Select OK. Your
emails will be stored
in this folder.

The emails will start
exporting.

6. When the export is
complete, the
File Transfer:
Completed window
will appear. Select
Close.
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Exporting InterAct Emails

Please choose a destination folder to download into.

ttachments saved from InterAct
onsolidated google images

lownloads

Folder: l Deskiop

I Make New Folder ] I OK | Cancel

Please choose a destination folder to download into.

¥ Network
AAA Jeff test private calendar
Attachments saved from InterAct
consolidated google images
Downloads
Helpdesk
installer files
manuals

Memos

. Exported Emails

N
Folder: \ New fﬂa\
N

Make New Folder I OK I Cancel

Bytes
199K

0
199K

=
fj
Completed
[ {Close when finished; Open Folder
w Detais, Stalistics
Fies

Selected 6

Failed to create: ]

Created )

7. Repeat steps 1 through 6 for each sub-folder, as

necessary.

Export Errors

Occasionally some attachments or emails may generate

an error during the export process. If you encounter an
error, it may be necessary to export a few emails at a
time rather than the entire sub-folder, in order to

isolate the problem.

To export individual emails:
1. Select the email(s) by
a. holding down the Ctrl key and clicking
on each one, or
b. holding down the Shift key and clicking

on the first email then the last email.

2. Once you have the desired emails selected
right-click on them and select Export.
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In this example, three emails are selected to export.

& Projct <semceues@nv.cc5d.net> Request 1
@ @ Save <senicedesk@nv.ccsd.net> Request 1
@ 2 Sentmai <senvicedesk@nv.ccsd.net> Request 1
@ [ Stationery <senicedesk@nv.ccsd.net> Request 1

W Renamed folder

dEddddé

<servicedesk@nv.ccsd.net> Request 1

Move to Folder...
Select Similar items:
Open Selected
Open in New Window...

Properties...

Approve

Mark as Unread Ctrls-
Summarize Selected

Print...

History

Reply

Forward

Inside your exported files
Each exported email will be in a separate folder.

The format of each folder will be: ___Sender’s name;
Subject; Date the message was sent.

__servicedesk@interact.cesd.net; Document 401606 Document Unpublished; 1-15-2016
__servicedesk@interact.cesd.net; Docurnent 401936 User Comment; 4-12-2016
__servicedesk@interact.cesd.net; Request 747738 Manual Notify from 2 10-10
__servicedesk@interact.ccsd.net; Request 1367252 Manual Notify from 30-20
__servicedesk@interact.ccsd.net; Request 1387466 Reopen; 11-4-2016

Inside the folder will be the three files and a folder:

1. The three files will be the body of the message in
three different formats. The text document is the
easiest to read.

a. Rich text Format
b. Text document
c. XML Document

2. Attachments folder
a. Contains any attachment within the

message.
Name Type Size
Attachments File folder
@: content Rich Text Format 3KB
l:] content Text Document 1KB
|£| content XML Document 2 KB

You may store these files/folders on your network drive
(U: drive) or your G Suite Drive.
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