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How to Export from UVC

You can export all your information from UVC if you wish too. Below are the steps you should take to

export emails, address book, calendar, task and project items.

Click on the File and then Export button and select what you would like to export:

CJ UVC - Universal Village Collaboration Suite
File View Message Messenger Go Tools Window Help

Undo Move to Folder Port Dalhousie Financial” Curl+Z |, [+ Move to Folder

Sign Out
o
Switch Identity... nbex | (€7 Contacts ‘
Refresh/Reconnect s
Edit Personal Information...
e Folders

* | Inbo
Email Messages...
all MEerge... Address Book ltems...

Calendar ltems...
Change Password...
Task ltems...
Account Maintenance...

Project Items...

Options and Preferences...

Print Preview...
Print... Ctrl+P

Work Offline

Exit

Different options will be available on each of the export screens.
Email Messages will have a date range of emails you can export.
Please take note that when you export emails you will need to export each folder separately.

O Export

This wizard allows you to export data.

Export Type
Select export format: derbird mbox file (*) [
Faolder Group: Inbox -
Date Range

From: [t-dan-2015 (& To: [9-Sep-2015 (B

Select export filename

x

Filename: Browse

I Finish | Cancel

For example if | want to export the emails located under “UVC Notes” and “Tryton Business” | would

have to use the Export option twice in order to export both folders.

) Export

This wizard allows you to export data.

Export Type

Select export format: | Thunderbird mbox file (%) =

X

Folder Group: ﬁﬁ‘
N - |
Date Range Outbox
Sent Items
From: |1-Jan-20 15 Drafts =)
Deleted Items
UVC MNotes
Select export fil Tryton Business
Filename: | Sharing folderwithJoe — ~ 0 Browse

I Finish | Cancel
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Below is the screen and options to export your Address Book Items.

O Export

This wizard allows you to export data.

Export Type

Select export format: C:

(®) Select clientsto export (O Apply active search filter

X O Expert

This wizard allows you to export data.

My Contacts) ~

Select Contacts

4| | Al Active -

Tagall | Untagall

& Adara
Adrian
Alexandre
Alisha
Andria
Angela

Ashley
Barbara
Benjamin
Betty-Anne
Brandon

Oooooooooooon

& Brian

Finish Cancel

These options let you export your Calendar Items.

O Export

This wizard allows you to export data.

Export Type

Select export format:

Calendar: Al v
Date Range
From: |1-Apr-2016 £ | To: 6-Apr-2016

Inlucde repeat event instances in that period

% O Export

<Back Finish

X
This wizard allows you to export data.
Select fields to include in file
~
v

Select export filename
Filename: |

Character Set:  Default

Finish Cancel

These options are available to export your Task Items.

O Export

This wizard allows you to export data.

Export Type
Select exportformat:  fcs Files (aes)

Folder Group: Task Folder ~

< Back Finish

Cancel < Back Mext >

X O Export

This wizard allows you to export data.

Browse

Select fields to include in file

Select export filename

Filename:

Character Set: | Default

<Back Next > Cancel
X
"
v
Browse

Finish Cancel

Screen and options that will let you export your Project Iltems.

O Export

This wizard allows you to export data.

Export Type

Select export format: [ig

Folder Group: My Sheet

< Back Finish
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X O Export

This wizard allows you to export data.

Select fields to include in file

Select export filename

Filename:

Character Set:  Default

< Back Next >

Browse

Cancel

Cancel
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Please note that in each of these export screens you will need to add a “Filename” which you will
associate to the file you will export.

In the example below | will save my Project ltems export file as “September Projects” and will choose a
folder which | created on my desktop:

| O O Save As b4
| This wizard allows you to export data. < - <« Desktop » Exported Files from UVC ' v D Search Exported Files from UVC 0@
| Organize » MNew folder = - (7]
| Select fields to indude in file ~
'\ Name Date modified Type
| = © - F Quick access P
| = I Desktop No items match your search.
| 7 { Downloads
| |¥ [ Documents
| |F &=/ Pictures
| | I Guides that | have made for clients
e Training
[+ Various images
| |™ Wedding Album Resized
e -l
H @ OneDrive
Select export filename = v £ >
( Fiename: [september ijed};) Browse File name: | September Projects| -
Character Set: |Default + Save as type: | ics Files (".ics) -

< Back | | Finish Cancel ‘ s + Hide Folders ‘ Cancel
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