
  
YOUR GUIDED PATH​
TO A SMOOTH MIGRATION​

 
 
Migrating to the new Staffbase Email is more than just a technical upgrade - it’s your opportunity to 
modernize, simplify, and unlock new possibilities for your communications. ​
We’ve designed this self-service migration process to be clear, achievable, and fully supported, so you 
can complete it with confidence in a short period of time.​
 
You won’t be on your own. Every step is backed by clear documentation, expert guidance, and helpful 
resources from Staffbase to make the journey straightforward. 
 
 
Here’s what to expect: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 
 



 
 
 
 
 

 
 

 Action What  Why 

 Phase 1 

​  Preparation / 
Cleanup in 
Email Classic  

Check if there is anything unused, outdated or empty 
in Email Classic that doesn’t need to be migrated: 

●​ Attributes 
●​ Distribution lists 
●​ User groups 
●​ Branding colors 
●​ Templates & Drafts 
●​ Integrations 
●​ Aliases 

 
Read here for some more information about 
preparation.  

✔ To start with an organised 
platform nothing should be 
migrated that isn’t used. 

​ Writing up 
your 
Governance 
and platform 
guidelines and 
share it with 
your team 

Define usage policies, roles, and best practices for 
managing email communications within the 
organization. 
Establish rules for template usage, approval 
workflows, and audience segmentation. 
 
 
 
 

✔ Ensures teams follow best 
practices and maintain 
compliance. 
✔ Prevents misuse or inconsistent 
communication strategies. 
✔ Provides clarity on 
responsibilities, reducing errors 
and confusion. 

​ Folder concept 
enablement 

Familiarize yourself with the new folder concept used 
in Staffbase Email.  
​
Resource: 
Rights, Permissions and Governance (PDF, EN) 

✔ A folder contains sender 
names, drafts, scheduled emails, 
and individual analyses for emails 
based on specific teams or topics. 

Phase 2 

​ Data Migration Make yourself familiar with the overview of migrated 
data (what will be included and excluded). 
Once the preparation is done, you can use the 
migration feature to actually bring over your selected 
data. 
 
Resource: 
Overview of Data Migration 
Migrate data in the Staffbase Studio 

✔ Knowing what data will be 
included and what will be 
excluded helps you identify any 
additional tasks you will have to 
do as part of the migration.  

https://developers.staffbase.com/email/migrating-email-classic-data/#prepare-for-data-migration
https://drive.google.com/file/d/1oGe812BIj9NR6Kc9KCjukw5NXOiVAO8n/view?usp=drive_link
https://developers.staffbase.com/email/overview-email-classic-data-migration/#overview-of-migrated-data
https://developers.staffbase.com/email/overview-email-classic-data-migration/#overview-of-migrated-data
https://developers.staffbase.com/email/overview-email-classic-data-migration/
https://developers.staffbase.com/email/migrating-email-classic-data/


 Action What  Why 

​ Set Up Custom 
Domain 
(optional) 

You can set up a custom domain that is used for 
accessing your Studio, email tracking and allowlisting 
as well as hosting URL of all your uploaded media 
files. If you decide to use a custom domain, we 
recommend setting it up at the very beginning of a 
new Staffbase configuration as any change later has 
implications to existing allowlisting and SSO 
configurations. 
 
Resource: 
Overview of Custom Domain 
Configure a Custom Domain 

✔ Maintains a consistent brand 
image across all Studio users and 
email recipients. 
✔ Builds trust and engagement by 
providing a familiar look and feel. 

​ Set up Profile 
Fields 

Define and configure profile fields to map contact 
attributes from sources like CSV imports, Entra ID, or 
Workday sync. 
These fields store key user information (e.g., 
department, role, location) and help organize your 
contact database. 
Profile fields enable the creation of conditional 
groups for targeted communication. 
 
Resource: 
Overview of Profile Fields 

✔ Ensures seamless data 
integration from HR or directory 
systems. 
✔ Allows dynamic segmentation 
for more relevant and 
personalized messaging. 
✔ Improves targeting accuracy by 
filtering contacts based on 
specific attributes. 

​ Add Your Core 
Admins and 
Email Creators 

Admins can add users to grant access to the tool. 
New users get an automated email from Staffbase 
with a temporary password and login instructions. 
 
Resource: 
Overview of User Rights and Roles in Staffbase Email 
User Management via CSV Files  
Automated User Management via  

-​ CSV Import 
-​ User API 

 
Note: Users and user groups can be migrated from 
Email Classic. 

✔ Set up users and groups early 
to manage access to sending, 
drafts, templates, and metrics. We 
recommend adding admins or 
core users as soon as possible so 
they can get familiar with the tool. 

​ Create 
(manual / 
conditional) 
groups ​
or​
import groups 
from Entra ID 

Determine necessary recipient attributes or import 
existing groups from Entra ID for email team. 
 
Resource: 
User Groups in Staffbase Email 
 
Note: Only none-empty static & dynamic lists will be 
migrated. Lists from Entra ID are excluded. 
 
 
 

✔ Creating groups allows you to 
target your communications to 
specific audiences. “Groups” is 
the new name of Distributions 
Lists. 

https://developers.staffbase.com/email/overview-custom-domain
https://developers.staffbase.com/email/configure-custom-domain/
https://support.staffbase.com/hc/en-us/articles/24183490755090-Overview-of-Profile-Fields-in-Staffbase-Email
https://support.staffbase.com/hc/en-us/articles/24205269957138-Overview-of-User-Rights-and-Roles-in-Staffbase-Email
https://support.staffbase.com/hc/en-us/sections/24215081361170-User-Management-for-Staffbase-Email-with-CSV-Files
https://developers.staffbase.com/guides/get-started-with-csv-import
https://developers.staffbase.com/concepts/user-management-api-overview/
https://support.staffbase.com/hc/en-us/articles/24191841715090-Overview-of-User-Groups-in-Staffbase-Email


 Action What  Why 

​ Set Up SSO Establish connection to existing Identity provider for 
user authentication  
 
Resource: 
Onboarding with SSO 
Overview of SSO in the Staffbase Studio 
SSO Configuration Details 
Configure SSO in the Staffbase Studio  

✔ Allows your users (platform 
senders) to use your 
organization’s IdP SSO setup, 
enabling quicker, more secure 
access with existing credentials. 
 

​ Set Up 
Sending 
Domain  

Define your organization’s sending domain so 
Staffbase can send emails on your behalf. You can 
review the new DNS records of the domain in the 
“Actions” column. 
 
Resource: 
Sending From Multiple Domains 
 
Note: Sending domains can be added to Staffbase 
Email with the migration feature. However, the 
domain verification needs to be done again (due to 
new DNS records generated from AWS). 
 

✔ All sender addresses must be 
from verified sending domains. 
 
✔ Business pricing: one domain 
✔ Enterprise pricing: multiple 
domains 

​ Set Up Sender 
Addresses 
(formerly 
known as 
“Aliases”) 

Staffbase Email supports multiple combinations of 
sender and reply-to addresses. 
 
Resource: 
Using Flexible Sender Addresses 
 
Note: Sender addresses can be added to Staffbase 
Email with the migration feature. However, only 
addresses can be added that belong to a sending 
domain present in Staffbase Email. 
 

✔ If your organization can send 
emails from only one domain, the 
sender and reply-to addresses 
have to be from the same domain. 
If sending from multiple domains 
is available for your organization, 
your sender addresses can be 
from any of your verified domains. 

​ Set Up 
Allowlisting 

Allowlisting select Staffbase Email domains is 
required to ensure the successful delivery, tracking of 
emails, and avoiding spam folders.​
​
Resource: 
Allowlisting Staffbase Platform 

✔ Allowlisting Staffbase prevents 
the "external sender warning" in 
your email client and shows 
Staffbase is a trusted sender. It 
also ensures that the tracking 
pixel gets automatically 
downloaded, which is important 
for tracking metrics. Please let us 
know if you use any security 
software to check for phishing like 
Mimecast or Proofpoint. 
 
 
 

https://support.staffbase.com/hc/en-us/articles/360002592432-Onboarding-with-SSO
https://developers.staffbase.com/sso/sso-overview-in-studio/
https://developers.staffbase.com/sso/sso-configuration-details/
https://developers.staffbase.com/sso/configuring-sso-staffbase-platform/
https://support.staffbase.com/hc/en-us/articles/25866772828306
https://support.staffbase.com/hc/en-us/articles/25867233585042
https://developers.staffbase.com/guides/allowlisting/


 Action What  Why 

​ Complete a 
test send 

Send a test email to a few recipients and confirm: 
-​ No “external sender” warning appears 
-​ Images load automatically 
-​ Opens and clicks are tracked as expected 

✔ This helps verify if further 
allowlisting is needed. 

​ Import 
contacts via 
CSV (manual 
or automated 
via API)​
​
or Entra ID 

Creates the connection between your organization’s 
directory and Staffbase.  
 
Resource: 
Automated contact management via CSV Import 
 
Entra ID Contacts / Attributes / Groups Sync 
 
Note: Only contacts created via CSV import will be 
migrated to Staffbase Email. Entra ID and Workday 
integrations need to be set up again.  

✔ Importing or syncing contacts 
lets you build lists and segmenting 
data based on your directory data. 
Include additional attributes to 
create targeted groups and 
understand how recipients 
engage with your emails 

​ Workday 
contact 
management  

Create the connection between your organization’s 
directory and Staffbase. 
 
Resource: 
Overview of Workday Contact Management 
Integration with Staffbase Email 
 
Note: Only contacts created via CSV import will be 
migrated to Staffbase Email. Entra ID and Workday 
integrations need to be set up again.  

✔ Importing or syncing contacts 
lets you build lists and segmenting 
data based on your directory data. 
Include additional attributes to 
create targeted groups and 
understand how recipients 
engage with your emails 

Phase 3 

​ Set up 
Branding 

Configure logos, colours, fonts, and design elements 
to align with your company's branding. 
Ensure email templates and system-generated emails 
reflect your organization's visual identity. 
 
Resource: 
Branding in Staffbase Email 
 
Note: Branding settings can be migrated with the  
migration feature.  

✔ Maintains a consistent brand 
image across all employee 
communications. 
✔ Enhances recognition and 
professionalism in internal and 
external messaging. 
✔ Builds trust and engagement by 
providing a familiar look and feel. 

​ Set up Email 
Logo and 
Support Email 
Address 

Staffbase allows you to manage the system email 
address and icon directly in the Studio.  
 
Resource: 
Customizing the System Email 
 
Note: This feature is only available for email-only 
customers. 

✔ Maintains a consistent email 
logo in all system emails. 
✔ Make use of one support email 
address on the login page and 
system email footer. 

https://developers.staffbase.com/guides/get-started-with-csv-import
https://developers.staffbase.com/concepts/sync-contacts-groups-entra-id-integration
https://developers.staffbase.com/concepts/workday-integration-email/?__hstc=48957796.e630720f4ad44d9f223c0d84267a25ed.1736857754620.1747637733907.1747643265697.107&__hssc=48957796.4.1747643265697&__hsfp=1422287173&_gl=1*fdbofy*_gcl_au*ODQ2ODE4NjE5LjE3NDYxNzU4MTA.*_ga*MTg0Mzk2NDE5MS4xNzQ2MTc1ODEw*_ga_K6VYE3V8D6*czE3NDc2NDMyNjUkbzI5JGcxJHQxNzQ3NjQzMjkzJGozMiRsMCRoMCRkVFNjd1JRUWk1dXpvMHpsQk82T2IxSE9DdFRwTXZudXV4QQ..
https://developers.staffbase.com/concepts/workday-integration-email/?__hstc=48957796.e630720f4ad44d9f223c0d84267a25ed.1736857754620.1747637733907.1747643265697.107&__hssc=48957796.4.1747643265697&__hsfp=1422287173&_gl=1*fdbofy*_gcl_au*ODQ2ODE4NjE5LjE3NDYxNzU4MTA.*_ga*MTg0Mzk2NDE5MS4xNzQ2MTc1ODEw*_ga_K6VYE3V8D6*czE3NDc2NDMyNjUkbzI5JGcxJHQxNzQ3NjQzMjkzJGozMiRsMCRoMCRkVFNjd1JRUWk1dXpvMHpsQk82T2IxSE9DdFRwTXZudXV4QQ..
https://support.staffbase.com/hc/en-us/sections/24341863708562-Branding-in-Staffbase-Email
https://support.staffbase.com/hc/en-us/articles/27846249323794


 Action What  Why 

​ Create Email 
Templates 

Design pre-approved email templates for consistency 
in branding, messaging, and structure. Ensure 
templates align with corporate style guides and 
compliance requirements. You need to create a 
Gallery first, to be able to create a template. 
 
Resource: 
Overview of Templates 
 
Note: Email templates can be migrated with the 
migration feature. This will automatically create 
Galleries. 

✔ Saves time by reducing the 
need to create emails from 
scratch. 
✔ Ensures brand consistency 
across all employee 
communications. 
✔ Helps standardize messaging 
across different teams and 
departments. 

​ Uploading and 
preparing your 
File 
Collections 

Organize and upload assets (logos, images, 
attachments) to ensure they are ready for use in email 
campaigns. 
Structure folders for easy access. 

✔ Speeds up email creation by 
having all necessary assets in 
place. 
✔ Reduces duplication and 
ensures teams use the latest 
approved files. 
✔ Enhances collaboration and 
efficiency across departments. 

​ Training 
Admins and 
Editors on 
email design, 
sending and 
measuring 
email 
performance 

Conduct role-based (Folder Admins, Folder Editors) 
training on how to create, send, and analyze email 
campaigns. 
Teach best practices for design, audience 
segmentation, scheduling, and performance tracking.​
​
Note: You can find specific courses for admins and 
editors in Staffbase Campus.​
Staffbase Campus Registration  

✔ Empower teams to use the 
platform efficiently and maximize 
engagement. 
✔ Ensures stakeholders can 
interpret analytics to optimize 
communication strategies. 
✔ Reduces the risk of errors and 
improves email effectiveness. 

Phase 4 

​ Spaces 
(Enterprise 
Customers 
only) 

Spaces help organize and manage email 
communications for specific groups (e.g., 
departments, locations). 
Each space has dedicated admins who control 
emails, audience, and content. 
 
Resource:​
Spaces in Staffbase Email​
Rights, Permissions and Governance 

✔ Improves targeting by 
segmenting communications. 
✔ Gives admins autonomy while 
maintaining oversight. 
✔ Simplifies management by 
applying settings at the space 
level. 
✔ Enhances analytics for 
space-specific insights. 

​ Request final 
review 

Reach out to Staffbase to request a review of your 
migration once all the steps include the preferred 
date of removing Email Classic access. You have to 
send an email to email-review@staffbase.com  

To ensure the quality and integrity 
of your data migration before 
deactivating your access to Email 
Classic, we’ll perform a review of 
your migration.  

 

https://support.staffbase.com/hc/en-us/articles/24487001885330-Overview-of-Templates-in-Staffbase-Email
https://campus.staffbase.com/groupSelfRegistration/667b08f4b54a60a561a154c7
https://support.staffbase.com/hc/en-us/sections/24909858450194-Spaces-in-Staffbase-Email
https://drive.google.com/file/d/1YWUTqIGshtioxC_mrgxeqrxTVIfAjPbN/view?usp=drive_link
mailto:email-review@staffbase.com


 
 

 
 

Thanks! 


