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1. By adding your new webmail 
account to Outlook 2010, you can 
transfer emails across from your 
which.net account to your new 
address. If you’re using Gmail, 
though, you need to change a 
setting first. Launch your web 
browser and go to myaccount.
google.com/lesssecureapps. You 
may need to enter your username 
and password to sign in to your 
account. Turn on the option to  
Allow less secure apps.

2. Whether you’re using Gmail or 
Outlook.com, the rest of the process 
works in the same way. Open 
Outlook 2010 then click the File tab, 
select Info on the left-hand side, then 
click Add Account.

3. Now enter your name, email 
address and password for your new 
Outlook.com or Gmail account. 
Check Email Account is selected, 
enter your name in the top box, 
then your new email address. Enter 
the password twice and click Next. 

Transferring emails  
from Microsoft Office 
Outlook 2010
If you use Microsoft Outlook you can transfer existing email  
to a webmail account like Gmail or Outlook.com

Outlook 2010 will set up the new 
account automatically.

4. With your which.net and webmail 
accounts synchronised, you can 
now move emails you want to 
keep from a which.net account to 
any folder listed under your Gmail 
or Outlook.com account. Click 
and hold on the folder, then drag 
it over the folder that you want to 
move it to. This includes your inbox 
and sent items. For example, here 
we’re moving a folder, called ‘Test 
Rene which.net’ from the which.net 
account to the folder ‘Rene which.
net’ on the Outlook account. It will 
transfer, along with all its contents.

5. Once you are happy your emails 
have been transferred to your new 
webmail account, make sure you 
remove the which.net account from 
Outlook 2010. Go to File, click on 
Info then Account Settings. Select 
Account Settings again then the 
which.net account from the list, then 
click on Remove on the toolbar.
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Which page next? 

Once you’ve transferred your 
emails, turn to page 20 to update 
your contacts with your new email 
address and page 22 to sync your 
email with your phone or tablet. 
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