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Torero Mail, the University of San Diego’s new mail system for students, has a great new
calendaring system for tracking events and classes. However, your calendar entries in
Mirapoint will not be automatically moved to the new system. If you have calendar entries
you would like to move, you must export them out before moving to Torero Mail. These
instructions will provide a step by step overview of how to move your calendar from Mirapoint
to Torero Mail.

These instructions were made using Firefox on OS X. Your screen may look slightly different.

Requirements

To move your calendar from Mirapoint into Torero Mail, you must be using a compatible web
browser:

Internet Explorer 6 or 7
Firefox 1.5 or newer
Safari version 2 or 3

FAQ/Support

Additional documentation about Torero Mail and Mirapoint can be found online at:
www.sandiego.edu/toreromail

If you have questions or need technical support, please contact the ITS Help Desk 24 hours a
day at (619) 260-7900 or online at www.sandiego.edu/its/helpdesk. Walk in support is also
available during our scheduled hours.

Fall/Spring Semester: Monday - Thursday 7 a.m.- 7 p.m.,
Friday 7 a.m.-5 p.m.
Summer/Intersession/Holidays: Monday - Friday 8 a.m. -5 p.m.
Instructions

'I « Open a compatible web browser and go to your Mirapoint mail account at mail.sandiego.edu
*When the log in box appears, log in with your MySanDiego username and password.
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.Once inside, click on Calendar to open
o the calendar view.

3 .In the menu, click on Tools and select Import/Export.
[ ]

Calendar: Tech Support Center :

ZBNew v | M Scheoules TTools » ' Today ' (i '[[]]
| /j Categones
19, 2009 -
&M{Yg‘l* 9, S{ 5 Faers
i, ImporExpor
% Delete ‘
y. 20 April 2009

+Click the Export button to begin the
eexport process. Make sure you save
this file to a location you can easily

find later.

Import/Export

I3 New = | [%) Schedules T Tools = Today | [i]
Export your calendar to a file:  Export

Import calendar data from a file:

File: (Browse . ) Impon

Note: If you receive this message, your calendar is empty and there is nothing to export

/3, Import/Export: No events to export
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WARNING

The following steps will close your Mirapoint account. If you have any contacts you would
like to save, please see our tutorial “Moving Contacts to Torero Mail” before continuing

5 .Go to http://toreromail.sandiego.edu and log in with your MySanDiego username and
epassword. Please read the information about the migration. If you are ready, check the boxes
and click the “Move Me” button.

Once the process is finished, you will be logged into your Torero Mail account.

6.In the upper right of Torero Mail, click on Calendar _

Mall Calendar Documents

A*;:q Universitys San Diego

|
Compose Mail F
. Your calendar will open up in a new window. Click _
e0n Settings. tomisandiego.edu | Sync | Setlings | Mein | S9 out

O Pt Day Week Month 4Days Agenda

| o4 S=4as
-~
8 .In the Calendar Settings, click on Calendars. ( Soarch My Calendans ) s Sain Gt
L]
Calendar Settings
General Colnzarn  Mokile Setup
« Back to Calendar ( Save ) ( Cancet )
Language Engiih (US)
Country: Ut States
(choose a Sferent country 0 see
Your cusrent time 2ene: (GMT-L8 00) Pacste Time
LI Desplay ol Seve 2oned
hew an adatenal ine Zooe
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9 Here, you will see your calendars, with any sharing or notification settings. Click on Import
eCalendars to begin the import

Calendar Settings
Genecsl Calensan  Mobile Sslup
« Back 10 Calenat

My Calondars Cakndnns | omn v s ¢

CALENDAR SHOW N LAT  NOTFICATIONS SHARING
o ocos

T len@sandeza.sde v titfcarom Shared. Lot aetingn Coete

Other Calendarns Coercar | can ool vaw Brawse 0\RIK Salengars »

Nrvs O 0BG
2009 Google - Janma of Secece - Prvacy Polcy - Legal Natces

o Back 1o Calendar

1 .In the Add Other Calendar tool, click on Browse (1) and find the file you exported from
eMirapoint in step 4. Choose the calendar you would like to import in to (2) and click Import (3)

Add Other Calendar
Beowns Calendars  Edends’ Colendars  Add by UL  Impont calendar

Step 1: Select File

Step 2: Choose Cabendar | sermiangwge etu &

Step ) Complete nport (impon

1 o Torero Mail will import your calendar entriesand  Add Other Calendar
egive you a status message once the process is Browse Calendars  Friends’ Calendars  Add by URL  Import calendar

complete.
Processed one event.

Successfully imported one event.

Want to learn more about the calendaring features of Torero Mail? Check out
www.sandiego.edu/toreromail

Page 4 Last Edited April 24,2009


http://sandiego.edu/toreromail

