
Transferring e-mails from old BearMail to the 
new BearMail 

Access the old BearMail system  
If you only need to move a few e-mail at time, use these instructions.  However, if you need to move a larger amount of 

e-mail you will want to use Outlook Express to move the old BearMail information to the new BearMail, for which there 

are instructions for building an IMAP connection in Outlook Express below. 

Sign into your BearMail account, located at https://bearmail.unco.edu.  (Figure 1)  /ƭƛŎƪ ƻƴ ǘƘŜ ƭƛƴƪ ƭŀōŜƭŜŘ άIf you need 

access your old email or address book click here.έ 

 

 

 

 

Access the inbox by the icon in the 

toolbar (Figure 2), and open the e-

mail you wish to retain by clicking 

on the subject words. (Figure 3) 

 

 

Click on Forward (Figure 4), and enter the new e-mail address (i.e. smit1234@bears.unco.edu) (Figure 5). Click on the 

Send icon in the top left corner of this window. (Figure 5) 

 

 

 

Repeat these steps for all e-mails you wish to retain in the new e-mail system.  Please remember that eventually this 

BearMail will be deleted, along with all of its contents. 
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IMAP Instructions  
Please note these instructions are detailed specifically for 

working with Outlook Express and Windows 2000/NT/ME/XP.   

When opening up Outlook Express, the initial program will have 

a generic screen that welcomes you to the program.  The idea 

of using this program is that we will setup both the old 

blue.unco.edu e-mail 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 of e-mails 

and such to the new system. 

To accomplish 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 Outlook Express.  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. 

Once the Internet Accounts window 

appears, click on the tab labeled Mail.  

In this tab there is an option to Add a 

new account.  Click on the Add button 

to initiate this action, and select Mail. 

This is the Internet Connection Wizard 

mentioned previously. The first page 

will ask for a Display Name.  The 

display name is purely descriptive, and 

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 

needs given this criteria.  Once the Display Name is entered, click on Next. 

 

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



The next screen asks for the IMAP information.  The incoming 

mail server is a IMAP server.  The incoming IMAP mail server 

should be labeled as 138.86.97.201, and the Outgoing mail 

SMTP server is itsmtp01.unco.edu.  

Please note that if you are not on the UNC ResNet or UNC dial-

up, the Outgoing mail SMTP server is based on your Internet 

service provider.  As an example, Comcast would have a server 

address of smtp.comcast.net.  To ensure you are using the 

correct Outgoing mail SMTP server, please contact your 

Internet Service Provider. 

Once these fields are populated, click on the Next button. 

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.   

For security reasons, we recommend that the Remember 

Password field is not checked on laptops 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 on the OK option 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 field you want to modify automatically, so just type in the 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 

can proceed with setting up the second account, labeled as BearMail. 

Similar to the first account creation, click on Tools and select Accounts.  The 

Internet Accounts window will appear.  Click on the tab labeled Mail, then click 

on the Add button and select Mail. 

 

 



Selecting Mail opens the Internet Connection Wizard again.  Enter the 

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

Please note this field can contain any name you wish to use, as long as it 

is different from the original account name for the old BearMail. 

For the E-mail address field, enter in the new UNC BearMail address (for 

example, smit1234@bears.unco.edu). 

 

For the incoming mail server, the dropdown menu 

selection will be IMAP. For the Incoming mail IMAP server, 

the address is imap.exchangelabs.com.  The Outgoing mail 

SMTP server is smtp.exchangelabs.com. 

Please note that with this account setup we keep the SMTP 

address as noted and do not individualize it by your 

Internet Service Provider. 

By clicking on Next, you are asked to enter the account 

information.  Enter in the entire new e-mail address, such 

as smit1234@bears.unco.edu, and the password you setup 

through the authentication at 

http://www.unco.edu/bearmail.  

Please remember that for security reasons we recommend 

ŎƭƛŎƪƛƴƎ ƻŦŦ ǘƘŜ άwŜƳŜƳōŜǊ tŀǎǎǿƻǊŘέ ǊŀŘƛƻ ƛŦ ȅƻǳ ŀǊŜ ǎŜǘǘƛƴƎ ǘƘŜ 

account up on a laptop or public computer. 

When you click on the Next button, the account setup is ready, 

and by clicking on Finish you implement this account. 

Outlook Express will ask if you wish to download folders.  For 

this selection, click on the Yes button, as it will download any 

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 option, please click on 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: 

 Under Server Port Numbers and the Outgoing mail (SMTP) 
option, select άThis server requires a secure connection 
(SSL).έ 

 Under Incoming mail (IMAP), select άThis server requires a 
secure connection (SSL).έ 

 Click Apply 
 
For the next step select the Servers tab. 
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