
Schools Office 365 Email Project 
 
FAQs 
 

Q What do you mean when you say we will be given an empty mailbox? 

 All Staff will have a new email account created in Microsoft Office 365 and at 
the point of migration the account will receive and send emails using a 
@schoolname.oxon.sch.uk address. The previous mail box contents including 
folders, details of contacts and calendars will not be migrated across. 

  

Q Will my contacts be available in my new email account? 

 Not as part of the migration 

  

Q Will my calendar contents be included in my new email account? 

 Not as part of the migration 

  

Q How can I populate my new email account with my contact details? 

 You may need to re-enter the details individually. 
If you are using the Microsoft Outlook Client you will be able to export and 
then import the contact details. 

  

Q How do I forward emails from my old email account to my new email 
account? 

 Once you are migrated you can access your old account (using your old 
account details) and select emails to forward to your new account. 
 

  

Q Can I select emails in batches to forward on? 

 Unfortunately no. You will need to do this task one at a time. 

  

Q Can I set up a forwarding rule on my old email account to forward old 
emails? 

 Unfortunately the forwarding rule would only apply to new emails arriving. 
Therefore the answer is no. 

  

Q What do I do if I currently have an email address in the format of 
schoolname.ocnmail.net? 

 You will need to inform all your contacts that your ocnmail.net address will 
soon stop. You will need to start using your schoolname.oxon.sch.uk address. 

  

Q What is my schoolname.oxon.sch.uk address? 

 This is likely to be the same prefix as your ocnmail.net address but with the 
schoolname.oxon.sch.uk ending. 
You can test this out on your current email system by sending a test email to 
yourself with this new address. 

  

Q What will happen to Student email accounts? 

 The student accounts are not part of the migration. However if your students 
use emails in the old email system they will continue to have full access until 



the end of the summer term.  
Once you have taken on Administration of your email tenancy you will be able 
to create student accounts and then students will be able to forward old emails 
to the new system the same as staff. 

  

Q How will I access my new email account? 

 Staff will be given new accounts and passwords to log on to the new tenancy. 

  

Q When we will receive the new account credentials? 

 These will be sent to your schools Headteacher and Office email addresses in 
advance of your migration date. 

  

Q Will schools have access to a full list of Positional Headteacher and 
Office addresses? 

 This is not part of the migration project.  

  

Q We are supporting many of our primary schools for IT, when are the 
admin privileges available for E-Mail management? 
 

 Admin User IDs will be issued to schools after the migration has been 
successful. They will be sent via Egress Secure Transfer to the Head and 
Office accounts. 

  

Q The School Business Manager and I have just been looking at the 
Office365 Web School Email update from Schools news. 
 
We would like to know how we can create a csv file in Office 365 so we 
can save this locally and then import this into our new Office 365 log 
in's. This is particularly important for the office and some of the senior 
teachers in school who have a large number of contacts. 
 

 This may not be necessary if you are using the Microsoft Outlook Client.  

  

Q I have an Office.1234.ocnmail.net advertised on my school web page. 
How do I go about updating this? 
 

 Schools will need to contact their web authors to make an amendment of this 
type. 

  

Q What if we need new Staff email accounts before we are migrated?  

 No new staff accounts are being created. If there is a real urgency to a new 
staff email account please contact ICT Services to discuss.  

  

Q Our school has a long name including hyphens in the email address. Is it 
possible to change the address to a simpler one? 

 This is not possible as part of the project. However it is possible to edit the 
name at a later time and we advise you to contact your schools ICT Support 
Provider for guidance. 
 



  

Q Which Microsoft Education plan will the school be on after migration? 

 After migration each school will be on Exchange Online Office 365 Education 
Plan A2. This plan includes:  
Hosted email (50GB per users) 
Web Conferencing 
OneDrive simple File sharing (25 GB storage) 
Share Point Sites 
Active Directory integration 
Spam and malware protection 
Office Online (Word, Excel, OneNote and Power Point via a web browser) 
 
Plan A2 is free to all students and staff. 
 
Plan A3 and A4 include additional features at an extra cost. The full details 
can be found on the Microsoft Office365 Education Plans site. 
Compare Office 365 Education plans 
 
 

 
 

http://office.microsoft.com/en-gb/academic/compare-office-365-education-plans-FX103045755.aspx

