Transferring contacts from old BearMail to the
new BearMail

Access the old BearMail system
Sign into your BearMail account, located at https://bearmail.unco.edu. (Figure 1)
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Access the contacts list through the Addresses selection on the toolbar. (Figure 2)

Highlight the contacts (Figure 3), copy, and paste special into a blank Excel document as a Text option. (Figure 4)
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The list will look like Figure 5.
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Use this Excel document to recreate the new contact in the new BearMail.



Login to BearMail using your full new e-mail address and standard password (i.e. smit123@bears.unco.edu) that is
normally used to login. (Figure 6)
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Select the Contacts icon in the bottom left corner. (Figure 7) Click on the New drop down selection near the top, and
select Contact from the list. (Figure 8)

Using your Excel spreadsheet, copy and paste the information over to the new contact. (Figure 9) *Please note that the
student e-mail addresses must be changed to the new address of @bears.unco.edu.

/= Untitled Contact - Windows Internet Explorer E”E|E|
£ | https:jjblzprd0101 .exchangelabs. comfowaf?ae=Item&a=Newst=IPM.Contacts ¥ g
H saveandclose 5 o 1] v - EO.

Jump to: Profle | Contact = Addresses = Detais

Figure 9

Profile -
First name Joe
Middle name
Last name Smith

File as Last, First v

Job title

Office

Department

Company name

Manager

Assistant
Contact

Business phone 970-555-5555

Home phone

Mabile phone

Assistant hd

E-mail ~ smit1234@bears.unco.edu -

Dione Unkniowr Zane (Mized) £ 100% -




