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What will happen to my Globenet e-mail data after setting up the V.tal e-
mail account? Here is a preview

No data is migrated from the Globenet account to V.tal, because they are different
accounts, and it is the user's responsibility to backup data from the Globenet account.

Calendar You can only use it to look up old appointments.

If you need to keep the appointments, you need to generate a new
invitation from your V.tal account, or ask the organizer to include
your V.tal email account in the invitation.

For more details, see the guidance on the question 'How will my
scheduled appointments look like in the Globenet calendar after V.tal
email account has been configured'.

Address Catalog The catalog of your new account will have the list of people from
V.tal. If you need to send messages to any Globenet contact, you
need to enter the full email address.

To reply to a Globenet mail that is in PST, you need to remove the
Globenet recipients names and enter the V.tal names.

Contact The contacts will be in the Globenet backup, and you can copy them
to the V.tal account after you have done the data import procedure.
See the questions 'How do I create a backup (.pst) of my Globenet
profile?' and 'How do I configure the backup (.pst) of the Globenet
profile in the new V.tal profile'.

E-mails New e-mails arriving at the Globenet box will be automatically
redirected to the V.tal box. This rule will remain active for some time.
If you prefer to have the view of your old e-mails in the V.tal profile,
it is possible to backup Globenet and connect the .pst file in the V.tal
account. See guidelines: 'How do I configure the backup (.pst) of the
Globenet profile in the new V.tal profile'.

Public Folder They will not be migrated. Guidance will be coming soon.
(Departmental Box) /
Distribution List

Rules No rules will be migrated, and new rules will have to be created in
V.tal's profile.
Signature It will not be migrated, you will need to recreate the signature in

outlook profile.
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2. How do I set up my new email account?

T

In Control Panel, search for and open the email icon:

Todos os Itens do Painel de Controle

™ » Painel de Controle » Todos os Itens do Painel de Controle

Ajuste as configuragdes do computador

@ Backup e Restauragdo (Windows 7)
:‘: Central de Rede e Compartilhamento
ﬂa‘ Conexges de RemoteApp ehreade..
.93; Contas de Usudrio
s Dispositivos e Impressoras
i\‘:ml’ Ferramentas Administrativas
& Gerenciador de Dispositivos
[&] Java
5 Opcées de Energia
[F Pastas de Trabalho
& Reconhecimento de Fals
[m3 Reproducio Automatica
3 Sistema
E= Teclado

Barra de Tarefas e Navegagdo
@ Central de Sincronizagéo
Configuragdes graficas Intel®

% Criptografia de Unidade de Disco Bit...
| Email (B2 bits) |

A Fontes

E Gerenciamento de Cores

@ Mouse

& Opcdes de Indexacio

[ Programas e Recursos

@ Recuperagio

W SAP GUI Configuration (32 bits)
[# Solugio de problemas

|1 Telefone e Modem

v | O

Exibir por: fcones pequenos ¥

@' Central de Facilidade de Acesso
@ Centro de Mobilidade do Windows

E-nl_. Configuration Manager

(D

Data e Hora
é Espagos de Armazenamento
@ Gerenciador de Credenciais

& Histérico de Arquivos

Opgées da Internet

Opcaes do Explorador de Arquivas
@ Programas Padrio

P Regito

¥ Seguranga e Manutencio

i som

EP Windows Defender Firewall

In the email configuration window - Outlook, click on ‘Show profiles” and select the flag

‘Choose profile to use’ > Add.

In the ‘Create new profile’ box, type a name for the profile and OK.

In ‘Add Account’, type the email and proceed to complete the configuration.
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_i Adicionar Conta

Configuragao Automatica de Conta
0 Qutlook pode configurar automaticamente varias contas de email.

(®) Conta de Email

MNome: Marcelo Maontezuma
Exemplo: Susana Oliveira

Endereco de Email: marcelo‘montezuma@\tta\‘com\
Exemplo: susana@contoso.com

Senha:

Confirmar Senha:
Digite a senha fornecida pelo provedor de servicos de Internet.

O Configuracio manual ou tipos de servidor adicionais

< voltar ||| Avancar > Cancelar

A new screen will open, enter the authentication by inserting your V.tal credentials (VT

Network registration + Password):

PS.: Insert OTP if protection is activated in V.tal Pass.

Login Gorporativo

Login

senha Hastrar senha

Tentar outa Imagem

Captcha

Efetuar login

Dificuidades com 0 cesso? Cllgue agul

Completing the configuration, we recommend keeping the V.tal profile as default by
checking the option ‘Always use this profile’.
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,:_i. Email X
Geral
(B Email X
' Os seguintes perfis estio configurados neste
. computadar: Geral
Clobenet [ ]l Os sequintes perfis estao configurados neste
outlook-vtal {7 computador:
vtal
Remover | mopricdades || Copia.
Adicionar... | | Remover | Propriedades|| Cépia...
Ao iniciar o Microsoft Qutlook, use este perfil:
(O Escolher perfil a ser usado Ao iniciar o Micrasoft Outlook, use este perfil
@ Sempre usar este perfil () Escolher perfil a ser usado
® sempre usar este perfil
outlook-vtal v
[Vtal ]
oi
oK Cancelar Aplicar St T

Done! Use V.tal's e-mail to send/receive messages and schedule meetings.

If you want to view your Globenet account information in the V.tal profile, you need to
backup and connect the pst file of globenet mailbox.

3. How do I set up email on my cell phone?

If you never used the application, download the *‘Microsoft Outlook’ app, on I0OS ‘App Store’
and on Android ‘Google Playstore’, and then go straight to topic ‘d’. Type V.tal’s email and
click on *‘Add Account’.

If you already have the application installed with the Globenet email, but you want include
the V.tal email, follow:

a. Open the application installed in your cell phone > click on the user (photo), and the go
to the settings:
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FICK 3 or3s

:UI Office 365

b. Click on the Globenet email, a screen will open, scroll to the bottom of the page and
click on ‘Add E-mail Account’:

Ajustes

c. A screen will open, click on 'Add Account', enter the new V.tal email address and
'Continue’:
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Adicionar Conta = Adicionar conta

joao.silva@vtal.com

d. A new screen will open, enter the authentication by inserting your V.tal credentials (VT
Network registration + Password):

PS.: Insert OTP if protection is activated in V.tal Pass.

Login Corporativo

senha Hastrar senha

Tentar outra Imagem

Gapicha

Efetuar login

Dificuidades com o acesso? Clique agul,

Done! Your V.tal mailbox is now set up.

4. How do I set my preferred language and timezone?

a. Access the e-mail via the web from the url https://outlook.office.com/mail;
b. In the top tab, click on the gear icon and click on "View all Outlook settings":
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1 Chamada do Teams

[Vtal X Colmeia] Demonstra.
Agora

jos como lidos

Nio mostrar novamente %

sibi tudo
Modo escuro © Q
Caixa de Entrada Destaques O [ o]

Notificagdes de drea de trabalho © (@

Densidade de exibicio ©
item para ler

jecionado Py ——

[l

Espagoso Médio Compacto

Organizar a lista de mensagens

Exibir todas as configuragdes do
Outlook

c. On the settings screen, click on the "General" option. Under "Language and Time"
and select your preferred Language. Check the box below to make the default
folders correspond to the language specified.

On this page, set the date/time format and the time zone. Click " Save.

Configuragées Idioma e hora

O Pesqui o, Aparéncia
Idioma
Notificagdes
[ English (Norfolk Island)
Categorias
= Email » Renomear as pastas padrdo para que seus nomes correspondam ao idioma especificado
Acessibiidade
B Calenddrio
Dispositivos méveis Formato de data (por exemplo, 1° de setembro de 2023 é exibide da seguinte forma)

£ Pessoas [ ovosgz02s

N - Armazenamento
Exibir configuragdes
ripidas
Privacidade e dados Formato de hora
‘ 01:01 - 2359
Pesquisar

Fuse herdrio
{UTC-03:00) Brasilia Alterar

Descartar
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d. On the settings screen, click on the "Calendar" option;

Under "Time Zones" select your preferred time zone and click "Save".

Configuragées Exibir

Eventos e convites

. Aparéncla do evento:

Calndiio ® curo
compartinades )
O Negrito
Personalizar agBes
Bookings comigo
Fusos horarios
Exibir configuragies Contas
rapidas I Chuancdo eu visjar annre fuscs hotdrios, pargunt se quers stusizar meu fuso hordrio

Exibir meu calendario no fuso hordrio:

Rotulo: | Adicionar u.
<+ Adicionar fuso horario
Calendario de aniversarios

Adicionar um calendirio para acompanhar os anrversdrios das pessoas

B 1tivar calendario de aniversarios

E—

SUMMARY

5. How do I create a backup (.pst) of my Globenet profile?

This procedure exports your data: messages, contacts and calendar.

a. Open your Outlook Globenet > click on 'File' and then go to 'Open and Export' >

'Import/Export':
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©
i Abrir

Abri e Exportar

Abrir Calendério

Salvar como Abrir um arquivo de calenditio no Outlook (ics, ves).

Salvar Anexos
Abrir Arquivo de Dados do Outlook
Abrir arquivos de dodoz do Outlook ( pst)

Imprimit

Importar/Exportar

Importat ou exportar srquives & configuragdes.

N

Pasta de Outro Usudrio

Abrit uma pasts compartilh: F outro usudri
& Abrir uma pasts compartiihada por outro usudrio.

b. An import and export wizard will open > click 'Export to a file' > Next:

Assistente para importagdo e exportagio

Escolha uma ac3o 3 ser executada:

o

TExpot €€ds para Um arquIve

| Importar de outro Programs ou Arquivo

Importar RSS Feeds da Lista de Feeds Comuns

Importar RSS Feeds de um arquivo OPML

Importar um arquivo de iCalendar (ics) ou vCalendar (vcs)
Importar um arquivo de VCARD (vef)

Descricio

Exportar informacdes do Outiook para um arquivo para ser usado em outros
programas.

s o

c. Select 'Outlook Data File (.pst) > Next:

Exportar para um arquivo

Criar um arquivo do tipo:

N

e

d. To save all the e-mails, click on your e-mail address that appears at the very

beginning and check the 'include the subfolders' flag and then 'Next:
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Exportar Arquio de Dados do Outiock X

Selecionar pasts de griges:

t £3 usuanc seguana® I 3

iz, Rascunhos
[ Itens enviados

2

) Calea de saida
[ [ catenasno
7] Contatos

Conversation History __ = ot

Inchuir suppastas Eiltrar...

o [

e. In 'Save exported file as', by default your file will be directed to a folder 'Outlook
Files', but in the 'Browse' button you can select the path of your preference and
save in this location. Under Options select the flag 'Replace duplicates with
exported items' > Finish.

Note: When saving you can rename the folder with the .pst files to your preferred
name, for example 'backup-email')

Exportar Arquivo de Dados do Outiook x

Salvar arquive exportado coma:
nt\Arquivos do Outlook\backup.ost  procurar...
Opcdes
(®) Sybstiuir duplicatas po itens exportados
O Permitir a riacdo de itens duplicados
O N exportar #ens dupticados

csomm i

f. An 'Add optional password' screen will appear, click 'OK' to proceed.

We do not recommend including a password, because once it is forgotten there is no
way to recover it.

Cniar Arquive de Dados do Outiook X

Adichonar senhs opcional

Senna: |
Confiemat senhix ‘ t

[[] Satvar esta senha na sta de senhas

=

Depending on the volume of email, the data export time can last from minutes to
hours.

mar-23



While the export is taking place, do not handle the email to avoid errors.

Microsoft Outlook

o C

Exportando 'Caixa de entrada’

. Cancelar

15 segundos restantes

g. Once completed, go to the folder you selected to save the file to and confirm that

it is in place.
v Arpres e vt
= -
. T Oucwmentor Aogaren S0 Ontoct
" AR s :
ML L

) Ovees

$ Oowmicess ot

6. How do I configure the backup (.pst) of the Globenet profile in the new V.tal

profile?

To view Globenet e-mail messages, perform the following steps:
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a. With Outlook open in profile V.tal, go to 'File' > click 'Account Settings' Data Files >
Add > Select the file created in the defined folder > OK:

Nome

Arguevos de Dados
Argunos de Dadot do Outioot

© 100 1B oronnede ¢

(3 Criar ou sbrir arquive de dades ds Outlook

® -
* Aceiso iapido
Lpam N Documentos # »
Cunmrand o 3 Q7 Ovoicod
Domricads '
- Imagent v
D Mosiens
B Videos

B Microsot Outiool

31 f3te Computader
Seleoene um srqums de dader e Wils ¢ cig
O (BQUE em ADN Lo d0 Arguend para enlt v ¢
mover 0w copia e3tes Mauwor, deshguepnd P Rede

Noma do srgevo: | beciup-cutiook:
Toper  Arquero de Dados do Outiook

[ Adcionar Seshe
Operast

A Oculter pastes

+ » Docume.. + Anguwor 3o Outiock v & Pesgocer Arpes
S ey T (R

Ferramentas -i oK ll Comcelar

x

v @
Toe

Arguno de Dad

e Do

b. The file will appear on the screen, for easier identification you can double-click on

the file's 'Name' and change the nomenclature, see example:

Asquivos de Dados

Asquives de Dados 9o Outiook

;

323

Altera 3 5enha UEATa PATA ACESSAM O MQUINO O¢ Aad0
Aterar Senha... oo

Compactar agora Reduz 0 tamanha o arquivo de dados do Qutiook

Comentano

Cmall  Arquivos de Dador RSS Feeds Listat do < da intemet  C. (< S0 1
" o LOCAl 00 Arguive.
Argquivo de Dados do Cutiook X L
G Wa o onRece.combt - 6.
Nome [bu\w—ouwo\ ] p-outiook-ol.pst
Nome 80 stquive: | C\Users\01999991 Documents\Arquivos 80 Outiook \backus
Foemato: | Arquio de Dados do Outlook

P Déame Mais informacses...

Fecha

[

c. When saving in the above screen, the adjusted 'Name' will appear, just click close:
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Configuragdes de Conta
Arquivos de Dados
Arquivos de Dados 0o Outiook
Email  Arquivos de Dados  RSS Feeds  Listas do SharePoint  Calendidrios da internet  Calendirios Publicades Car *[*
L Adiconar.  “% ContiguracBes. (@ Definir como Paardo X Remover 29 Abrir Local do Arquivo..

Nome Lol

9 10203 Q1o C\Users\ 0999931 AppDaty K\jose. com.be « o...

CWier\oFF793 T\ Documents Arquiros 80 Qutiook\Dackup-outiook-ol.pst
A 60 Outiook outiook-olpst

CUsery

Selecione um arquivd de Gad05 Na Mita € CIque em CONTIgUIaCies PIra odter mais detaihes, Ma
ou dique em Abrir Local 3o ArQUIVD DII3 €D 2 PISED QUE (Ontém O quive de dados. Para .. InformacBes...
MOve! Ou COPIAr e5e3 MTQUVOL, ﬂ'iw pumeiro o

Fechar

d. The backup will appear on the Home Page, with the 'Box Name' that you enter. On
this screen you can copy the Backup e-mails and paste them into your V.tal profile
using CTRL+C and CTRL+V:

3 2L kignene P y oy
| g \ } f 3 Peunido
[ CILRE YTREess x « & (=3
Novo Neoves Excho  Respondec Respender Encaminhar [ Mg «
el ars - S Lo Dletrbesco ~ » Todos
Nowvs Lechar Despandry
« Favoritos € Pesgunar Caua O satrads KL FY)
Gl ntnvesy Todas NIOIGOS =  Manrecentes &
Nens mades 2 tow
Rascumhos
= Usuario Teste Ad Seg..
Rens £» chuidos matd wn
Tieste StenOtstamente.
Rena Ixchuides
Arquive Mente Usuarnio Teste Ad Seg..
OWID emad we
Con de Soida o «fim
M
htce déCamvinn Usuario Teste Ad Seg.
Lo Uetrberice Teste O i 0os
RSS Feeds b
Pastas de Pesqursa
+ Grupos
+ backup-outiook:
Mens Exchuides 1
Aschive
4 Caixa de entrads |
bip 6
BAP_GPO 297
B = 8 B e

Done! The Globenet e-mail backup will appear in your new V.tal e-mail.

SUMMARY
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7. How do I copy contacts from the Globenet profile backup (.pst) to the V.tal

profile contacts folder

If you want to copy contacts from your Outlook Globenet, follow the steps below:

a. On the 'Home Page’, with the Globenet backup open in the V.tal e-mail box, click on

'Contacts’' (icon with two little figures at the bottom left).

fiie  Bepomtes Rerpuonter Ercamend

o laden

Jsuario Tes'e Ad feg
bt e

Juario Tes'e Ad jeg
S

Outso PST Jwmario Tes'e Ad jeq
P

s =fa]e -

b. In 'My Contacts', click on 'Globenet Backup Contacts' and the saved contacts will

open on the screen.
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Mew Wt e

u";' 8 Marcelo Montezuma
A ol

BB s g 5

c. Select the contacts and make a copy with CTRL + C;

Then click on the 'Contacts' folder of the V.tal e-mail and CTRL + V in the side panel:

— —
000 MIVAGVAN COm B - Duret - -

B m s g o 0

Done! The contacts are now in V.tal account.

SUMMARY
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8. How to inform contacts about the e-mail change? Setting up an automatic
message?

Your Globenet e-mail will have a rule that all new messages will be copied to the V.tal
e-mail automatically.

In addition to the above redirection, you can include an automatic reply in the e-mail.
To do this, follow the steps below:

= With Globenet E-mail open, go to 'File' > Information > Auto Responders:

ARQUIVO 1AL EMVIAR/RECERER PASTA EXIBICAO
=1 5 lgnarar & (’_\ ™ .
- @ @ (3 mume
Novo MNoves = o Lixo Eletrénico - Excluir Responder Responder Encaminhar E-@Ma\s'
Email ltens~ & Lixo Eletrdnico a Todos
Movo Excluir Responder

©

el [nformacdes sobre Contas

Abrir e Exportar

(e - %
£ Microsoft Exc hange

# Adicionar Conta

Salvar como

Salvar Anexos
Configuragdes da Conta e da Rede Social

-
R [‘i} Altere configuragdes para esta conta ou configurar
Configuragdes mais conexdes.
deConta > Acesse esta conta na Web,
Conta do https://outlook.office365.com/
Office Conectar a redes sociais.
Opgdes
PG Alterar
Sair 240 ” . 2.2
Respostas Automaticas (Auséncia Temporaria)
Use respostas automticas para notificar outras pessoas sobre auséncias
tas temporirias, periodo de férias ou indisponibilidade para responder
Automiticas mensagens de email.

= Check the 'Send automatic replies' flag;
= Do not check the 'Only send during this time interval' flag;
= Under message, describe the new email;

The message addressed should count in the two tabs: 'Inside My Organization and 'Outside
My Organization';
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Respostas Automaticas - usuano.segurancalonnet.be x

(Wi enwiss respoitas automaticas
{®) Erviar respostas automaticas
156 erviar durarte #ite interale de tempe:

Responder automaticamente uma wez pars cada remetente, usands estas mensagens
@
& entro as Minna Organizacia Q Fora da Minha Organizaho [Ativadc)

Jegog i el 8 wl NI s A ST =W

i, mew novo e-mail ¢ usuano@vial.combd

R o

= Click 'OK' to complete the configuration.

9. How my scheduled appointments on the Globenet calendar look like after I
configure the V.tal e-mail account?

Your appointments will not be migrated to the V.tal e-mail:

= If you need to maintain continuity for a meeting on Globenet that you were the
organizer, you will need to generate a new invitation from your V.tal box;

= If you were a guest of a Globenet meeting, ask the organizer to include your new e-
mail account in the invitation.

To view them, in the V.tal account go to 'Calendar' and mark the Calendar flag with the name
that you assigned to the Globenet backup. In the example used is: 'Calendar - backup-
outlook':

Note: The Globenet calendar will be available for queries in your V.tal profile, provided you
have backed up the data and imported it into the V.tal account during the email setup
process. Do not forward or use this invites from the PST file and do not move/copy those
itens to V.tal calendar.
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10. I have an e-mail in the Globenet Box and I have already set up my V.tal e-
mail. How do I reply to it?

The V.tal e-mail profile only allows you to generate e-mails with the sender @vtal.com,
it is not possible to reply with the equivalent e-mail @globenet.net, in this case reply
with the new sender, so the destination starts using this new e-mail.

Sending e-mail with the sender @globenet.net will be blocked soon. So, preferably try
to send/receive e-mails using the profile V.tal (sender @vtal.com).

11. How do I reply to an e-mail that is in globenet .PST backup?A resposta do
e-mail serd com o remetente @vtal.com.

If you need to reply an e-mail from globenet pst using the V.tal profile, the sender will
be the @vtal.com, you can’t answer with sender @globenet.net.

All recipients should be rewritten in email format as if they were an external user
(delete the names that appear).

12. Will Globenet's Distribution Lists-LDs/Shared Mailbox (PPs) be migrated
to V.tal?

No. No distribution lists or shared mailboxes (PPs) will be automatically migrated or
recreated.

A procedure to create Distribution Lists and Shared Mailboxes (PPs) will be available
soon.

13. How do I create a Distribution List-LD/Public Folder-PP in V.tal?

A procedure to create Distribution Lists and Shared Mailboxes (PPs) will be available soon.
SUMMARY
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