Transferring e-mails from old BearMail to the

new BearMall

Access the old BearMail system

If youonly needto move a few amnail at time, use these instructiondHowever, iffou need to move a largamount of
e-mail you will want tause Outlook Express to mottee old BearMaiinformation to thenew BearMailfor which there
areinstructiors for building an IMAP connection in Outlook Express helow

Sign into youBearMailaccount, located alittps://bearmail.unco.edu (Fgure ) / £ A O

access your old email or address book click Igere.
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Repeat these steps for alimrails you wish to retain in the newmail system. Please remember that eventually this

BearMail willbe deleted, along with all of its contents.


https://bearmail.unco.edu/
mailto:smit1234@bears.unco.edu

IMAP Instructions
Please note these instructions are detailed specifically for

¥ Outlook Express
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working with Outlook Express and Windows 2000/NT/ME/XP.
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When opening up Outlook Express, the initisdgram will have

=8 Outlook Express

a generic screen that welcomes you to the program. The idea
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of using thigorogram is that we will setup both the old
blue.unco.edu amail account and the new bears.unco.edu e
mail account at the same time, and use the Outlook Express
program to make a fluid transition for large volumes ahails
and such to the new system.

Toaccomplish this transition, we need to first setup both
accounts. We will start with the setup of the old account.

Setup blue.unco.edu account in Outlook Express

If you are not already in the program, go to Start, select All
Programs, and click on Outlo&xpress.If there is no account
currently associated with Outlook Express, it normally opens the
Internet Connection Wizard right away.

If the Wizard does not immediately open, select Tools, and then
Accounts.
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any entry is acceptable. However, we

will need to differentiate between the
old and new BearMail, so please select
a Display Name that will best suit your
needsgiven this criteria. Once the Display Naimentered, click on

Display name: |Bob R. Roberts | E-mail addr

For example: John Smith

Close

Next.
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| smit] 2340501 38.86.97. 201

For example: someone@microsoft, com '

Enter theBearMail ID in the format displayed in the following example: smit1234@138.86.97.201




The next screen asks for the IMAP information. The inCOMING 4y incaoming mail serveris a | MAF
mail server is #MAPserver. The incoming IMAP mail server
should be labeled ak38.86.97.201and the Outgoing mail

SMTP server i!smtpOl.unco.edu Incoming mail [POP3, IMAP or HTTP) zerver:
138.86.97.201|

W EEIVEL

Please notehat if you are not on the UNC ResNetUNC dial

up, the Cutgoingmail SMTP server is based on your Internet An SMTP server is the server that iz used for wour outgaing e-mail.
service provider. As an example, Comcast would have a servel g, qging mai [SMTF] server

address obmtp.comcast.net To ensure you are using the itsmtp01 unco. edu

correct Outgoing mail SMTP server, please contact your

Internet Service Provider.

Once these fields are populated, click on the Nextdiut Aecount name: st 24

In the Account name field, enter your BearMail ID (such as
smit1234), and in the Password enter your normal network

password that you would use to login to Ursa. Bassword. sesesssesl

Femember pazsword
For security reasons, we recommend that the Remember
Password field is not checked @ptops and public computers.
Once these fields are filled out, click on Next.

The account is ready for creation. Click on finish to complete this portion of the account setup.

The system may ask you if you want to create any folders. Clicking orktbption is fine for the action we are taking
in this particular setup.

If the name in the Outlook Express for this account is not what you would like, simply right click on the account name
and select properties. The system will highlight the name fieldwant to modify automatically, so just tyjrethe new
name and click on OK (for example, an account name like Old Blue).

Setup bears.unco.edu account in Outlook Express
If you are not in Outlook Express yet, launch the program by going to Start, then
All Programs, and select Outlook Express. Once the program is launched, you Teeks  Message  Help
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can proceed with setting up the second account, labeled as BearMail. | e
i Synchronize All
Similar to the first account creation, click on Tools and select Accounts. The | et ClrShif+B
Internet Accounts window wibppear. Click on the tab labeled Mail, then click Add Sender to Address Book
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Selecting Mail opens the Internet Connection Wizard again. Enter the

account name you wish to use (such as BearMail) and click on Next. ~ Lisplay name: Bearhail

Please note this field cazontain any name you wish to use, as long as it Far example: Jahin Smith
is different from the original account name for the old BearMail.

For the Email address field, enter in the new UNC BearMail address (for
example, smit1234@bears.unco.edu). E-mail address: smit] 234Ehe ars.unco. edu

For example; someonel@mid

For the incoming mail servehé dropdown menu
selection will bdMAP. For the Incoming mail IMAP server,  Myincoming mail gerver iz a | [MaP w | ZErvEr
the address ifmap.exchangelabs.comThe Outgoing mail

SMTP server mmtp.exchangelabs.com
Ircoming mail [FOF3, IMAF ar HT TR server:
Please note that with this account setup we keep the SMTP |25 euchangelabs. com

address as noted and do nioidividualize it by your

Internet Service Provider. An SMTP server iz the gerver that iz uzed for your outgoing e-mail.

By clicking on Next, you are asked to enter the account Outgoing mail [SMTF] server:
information. Enter in the entire new-mail address, such smitp.exchangelabs. com
assmit1234@bears.unco.edwand the password you setup
through the authentication at

. Account name: gmit] 234 @bears. unco. edu
http://www.unco.edu/bearmail
Please remember that for security reasons we recommend
Of AO1TAY3 2FF (GKS awSYSY0SNJ t | Easswod dz
account up on a laptop or public computer. Remember password

When you click on the Next button, the account setup is ready,
and by clicking on Finish you implement this account. Lubr Era

Outlook Express will ask if you wish to download folders. For
this selection, click on the Yesttan, as it will download any = [ w
folders you have on the new BearMail account; once the
download of the folders is complete, click on OK.

Setting up secure connections
In Outlook Express, click on Tools and select Accounts. For this particular optiongclitéame the All tab and highlight
the connection imap.exchangelabs.com. Click on the Properties button.

On the Properties page for the account, click the Advanced tab, and then do the following:

e Under Server Port Numbers and t@eitgoing mail (SMTP)
option, selectdThis server requires a secure connection
(SSL§.

e Under Incoming mail (IMAP), sel@dthis server requires a
secure connection (S&L).

e Click Apply

For the next step select the Servers tab.
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