
Making the transition from Easymail Plus to Office365 
 

What should I do with my existing emails on weyfs.org.uk? 
 
This is really up to you, but below are some considerations to take into account when deciding, according 
to how you currently handle email. The old WEYFS email accounts will cease to exist at the end of June, so 
you need to ensure you have copied/forwarded any important emails that you wish to keep before then. 
 

 I currently use Easymail Plus via the browser only  
You can use your new Office365 account via the browser as well through https://portal.office.com . 
You might wish to transfer all your existing WEYFS emails to your new Office365 account by connecting 
the old account as shown lower down, or you might decide just to manually forward selected emails 
that are important. We suggest you review and delete unwanted messages from your WEYFS account 
before connecting it to your new Office365 account. 
 

 I currently auto-forward everything to my setting’s corporate email account – in this case all you 
probably need to do is to set up a new auto-forward on Office365 via Mail > Settings > Options > 
Forwarding  
 

 I currently use an email client like Outlook on my PC to collect and store my WEYFS email – you can 
connect your email client or Outlook to your new Office365 account as well via the Outlook menu route 
File > Add Account or equivalent. 
 

 

To connect accounts and copy all emails from Easymail Plus to Office365: 

1. Sign in to your Office365 account at https://portal.microsoft.com . Choose the app launcher in the 
upper left corner, and then choose Mail. 

2. On the Outlook navigation bar, select Settings > Options.          

3. In the left pane, choose Mail, and under Accounts, choose Connected accounts.    
4. Under Connected accounts, choose + to connect a new account. 

 

https://portal.office.com/
https://portal.microsoft.com/


 
 

5. On the Connect your email account page, enter your full Easymail Plus email address, such as 
admin.settingname@weyfs.org.uk, and the password of the account you want to connect to, and then 
select OK. 

 

The following message will appear. Select OK to continue.

 

The following message should appear, the connection will now be made and Office365 will start to import 
existing messages from your weyfs.org.uk account: 

 
Refresh your page after a few minutes to see if the download is complete. Or, you can close your browser and turn 
off your computer if you want to. Your account is connecting to Outlook in the cloud, not on your computer. To see 

the email from your connected account, go to your Inbox. Choose All to set the filters on your email. Remember 
that after the end of June you will lose access to the WEYFS account. 

  



 
 

How can I transfer my contacts from my Easymail account? 
 
 
You can export contacts from your Easymail address book in a Microsoft Outlook CSV file, and import them 
into your Office365 account. 
 
To export your contacts from Easymail, follow the steps below: 

1. Log on to RM EasyMail™ Plus, and click Options 
2. Click the Contacts tab.  
3. Review the list and delete any unwanted or outdated contacts (eg weyfs.org.uk addresses). 
4. Under Export Contacts, scroll down and from the 'Export from Book' drop-down menu, select the 

address book from which you want to export contacts (normally the default address book).  
5. From the Format drop-down menu, select the format to which you want to export the contacts. 

Select Microsoft Outlook (.CSV)  
6. From the Default Character Set drop-down menu, select a character set, if necessary. The default 

setting should be appropriate in most cases.  
7. Click Export Contacts.  
8. Click Save. By default, the file is called contacts.csv (Microsoft Outlook export) 
9. Using Excel, open the contacts.csv file and look for the column headed Work Email – change the 

column heading to say E-mail Address . Look through and delete any rows with 
unwanted/outdated contacts, for example any contacts with a weyfs.org.uk email address, and 
check that the information for each contact looks sensible. 

10. Save the edited contacts.csv file to your computer, making sure to answer Yes to any questions 
about saving the workbook in CSV format. 

 
 
To import contacts into Office365: 

1. Log on to Office365 
2. Click on the People app icon 
3. Click on Manage (at the top) then Import Contacts 
4. Select “Import Contacts from Outlook 2010, 2013 or 2016” 
5. Browse for the contacts.csv file you created from Easymail and select it so that it appears in the 

browse box 
6. Click on Upload (at the top) and your contacts will be imported 
7. Now click on a contact name, and their email and other details should be displayed. 
8. We suggest you remove any old contacts from the weyfs.org.uk email domain as these will be out 

of date soon. 
 
If you have any issues using Office365, make sure you are using the latest version of your browser. If this 
doesn’t resolve your issue, you should contact Julie Sargeant in the Early Years Team in the first instance. 
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