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L F Cobb

I.  Rationalize listserv memberships.
This step should start now for all users who will be moved to Exchange.  Any listserv the user sends to (if they only receive, they needn’t make this change) must be unsubscribed from with the existing From address, and then re-subscribed with From = First.Last@ColoState.EDU address.  This is needed because the Exchange server will force First.Last@colostate.edu as the outgoing From and Reply-to, breaking any ability to send to a listserv if the user is subscribed with another From.
(NB:  Webmail’s From addr is ename@lamar.colostate.edu so it can be used to fix a listserv needing that addr.  Also, an Outlook connection to a Lamar IMAP mailbox allows the use of View/From to manually specify any desired From address to correct these lingering problems.)

II.  Use old mailer, collect some config information, export address book(s) to an LDIF file.  Learn what you can.
Launch user’s old mailer, e.g. T-bird.  If the user is willing to lump all their addrbooks together into one large Contacts list, then export the whole addrbook folder as one LDIF file.  If the user wants to keep their addrbooks separate, then export each needed Address Book into an LDIF format file.  (In T-bird, click Tools/Address Book, highlight an addrbook, click Tools/Export, choose a location to which to save this file, create a unique name, w/o spaces, descriptive of this addrbook, click Save.)  In the case of T-bird, a file with an extension of LDIF will be created.  Repeat this step for each addrbook to be exported.

While in the old mailer, determine the physical location of all Local Folders that must be copied to Outlook and record for use in the next section.  Do this by right clicking the local folders and choosing Properties.  (If the Local Folders is in Mozilla’s default location then Aid4Mail will find it automagically).

Also note if there are other mailboxes (eg group boxes, boxes not suitable for Exchange) that the user connects to.  These will make the conversion more complicated!
Exit the old mailer.

III.  Create the Exchange mailbox.
Go to http://eid.colostate.edu, choose “Change E-mail Address”, login, choose “Central Exchange for E-Mail and Calendaring”.  Logout.  This also points the First.Last to the new mailbox and puts a forward on the lamar mailbox to the new mailbox.
IV.  Setup and config of Outlook to use New Exchange Server
Install Outlook 2003/sp2, login as the user and launch it.  You will see
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Click “Next”.  (You may have a choice to make at this point.  Outlook will recognize and import settings and Local Folders from Outlook Express and/or Eudora.  If it imports this info it may not go further to set up a connection to an Exchange server, so the setup to Exchange below must be started manually later and you have to adjust the Deliver Location and default box and other stuff, but if you don’t import the offered config you miss an easy way to get the Local Folder data stored in the other mailer(s).  If you are not offered the following screen, skip down a couple of screens and proceed with connecting to Exchange.)
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Click “Next”.  Select the server type as a “Microsoft Exchange Server”.
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Click “Next”.  Fill-in as shown and with your Ename.
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Click “Check Name” (and if user is not logged into Windows as colostate\eid, then login with colostate\ename and e-password).
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This screen will be updated and underlined as shown.
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Click “More Settings”.  On the security tab, check the “Encrypt data …” checkbox.

[image: image9.png]Microsoft Exchange Server

General | Advanced | Securty | Connection | Remote Mal

Encryption

[Encrypt data between Microsaft Office Gutiook
‘and Microsaft Exchange Server

User dentication
[ Aways prompt for wser neme and password

Logon network security

Kerberos{NTLM Password Authentication





Click “OK” or “Next” to continue.
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Click “Finish”.  (If needed, login again with ‘colostate\your-ename’ and e-password.)
There are other paths, such as a user who was already using Outlook to connect to Lamar, that lead to this point in the setup.  The important characteristics at this point are that the Exchange server be the default server and that new mail is delivered to Mailbox – Last, First.  Both of these can be set and verified at Tools/E-mail Accts/Next.
V.   Import address books into Outlook.
Launch Outlook.  Launch a CMD window and CD to the location where the LDIF file(s) from old mailer are stored.  (NB: This vbs script will not function with Outlook 2007.)  If there is only one LDIF file to import, execute:

cscript  X:\Exchange_Inst\importldif.vbs  filename.ldif

For multiple LDIF files, import them all at once by executing the following command:

for  %i  in  (*.ldif)  do  cscript  X:\Exchange_Inst\importldif.vbs  %i  /Category:”%i”

If Outlook asks for confirmation of permission to change the Contacts, click “1 min” and assent.  Review output in CMD window and when everything is correct, close window.  To show the results of the import in Outlook, go to Contacts and choose the Current View ‘by Category’.
VI.  Move IMAP folders from old box to Exchange.
In Outlook, click Tools/Email accounts.  Click “Add a new email acct”.
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Click “Next” and choose “IMAP”.
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Click “Next” and fill-in the screen below with your information.
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Click “Next”, (“OK”, if asked), “Finish”.
Caution:  This is an unusual view of the Lamar “mail” location.  It is probably not the view the user is familiar with.  The view they are familiar with should be under the ‘mail’ folder.  There could be a ‘Mail’ folder, a ‘mail\’ folder, ‘|mail’ folders, as well as a slew of Sent, Trash, Junk, Old, etc., folders up and down the directory tree.  Pointing Outlook at this upper level allows you to help the user collect ALL possible msgs and move them to Exchange.  You must remember to remove this mailbox from Outlook before you leave, since it is broken!
It may happen that a user knows, or can show you, a folder exists in their old mailer that isn’t showing now.  Drill down in Lamar.colostate.edu, right click and choose “IMAP folders”.  Check “When displaying …”.  Click “Query”.  Then hilite the folders of interest and click “Subscribe” and then “OK”.  This will force them to appear in the left navigation pane.
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Now copy the needed folders to their Exchange mailbox: Right drag each folder, or just one of its subfolders if that is all the user wants, from Lamar to the “Mailbox – Last, First”.  Be sure to right drag so you can choose “Copy” so as not to delete anything on Lamar yet.  Even the Lamar Inbox can be dragged in this manner; it will be renamed automatically.  Once everything has been dragged, remove the Lamar mailbox from Outlook.  Click Tools/Email accounts.  Click “Next”.  Highlight “Lamar…”, click “Remove”, “Yes” and then “Finish”.  Exit Outlook.
VII.  Use Aid4Mail to copy all local folders from old mailer (e.g. T-bird) to Outlook PST file.
NB:

· You must count each user (a license) for whom you use Aid4Mail.  Add their ename to T:\_CRG-HelpDesk\Aid4Mail_Licenses\a4m_licenses_used.xls
· Consider putting these Local Folders in .PST files on a network share for safety and accessibility reasons.
· Note that normal network backup routines will not be able to backup these files unless Outlook is closed.
· Whatever method you choose to migrate the user’s Local Folders to Outlook, make sure to use “copy”, not “move” to preserve the originals in case of a problem.  Aid4Mail does a “copy”.
Aid4Mail-Enterprise has a GUI version, X:\Exchange_Inst\Aid4Mail\Aid4Mail, and a console (batch file) version, X:\Exchange_Inst\Aid4Mail\a4m.  Screens for steps in the GUI version follow.  The equivalent console command to do the same thing is at the end of this section.  The advantage of the GUI version is that it will automatically search for Local Folders in the default location of the chosen Mail Source.
Run the GUI version from the network drive, X:\Exchange_Inst\Aid4Mail\Aid4Mail.exe.  Click ‘No’ on the first screen.
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Click settings as shown on this screen.
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Click “Next”.  Aid4Mail will find Local Folders in the default location for the chosen mailer.  If your investigation in the previous step found Local Folders in other locations you will have to manually point Aid4Mail to them.
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Turn on “Include subfolders”.
Click “Next”.  Click settings as shown on this screen.  Disable “Filter proc…”.
[image: image18.png]=18
screens.)

Extended MAPI
MAPL (M5 Outloak, Windaws Messaging, Exchange Clt, etc.)

Outlook Express
EML message fils

Generic formats

Mozila-compatible mailboxes (Hozl, Netscaps and Thunderbird)

(Generic maiboxes (mbox, Urix mai, Berkeley m, etc.)

Pocotsil and Barca conpatble maibores |l
Internet Explorer, MS Office, and databases

VT message fles for viewing from Web browser

T message fles for viewing from M5 Excel

M message files for iporting into a database

[ Eiter processec messages (shows Fier Options screen when sct)

[ ~] <ok | s ] [cond | [ o0

Aid4Mal Enterprise v1,86 - Copyrigh

2005-2006 Faokes Software, Switzerland





Click “Next”.  Navigate to the target location (preferably on network) and create a unique PST filename.  Enable Unicode PST.
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Click “Next”.  Set options as shown.
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Click “Next”.  Confirm these settings and disable WinExplorer.
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Click “Start” and the process will begin and display ongoing status, as below.
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Click “Back” to start another import.  (A test of importing 4.8GB of T-bird Local Folders on the C drive to a PST also on the C drive took 1.5 hrs, without errors.)
This entire sequence of screens can be accomplished with the following Aid4Mail console application command:
X:\Exchange_Inst\Aid4Mail\a4m.exe  <fully-qualified-source-location>\*.msf  <fully-qualified-dest-location>.pst  /s  /d  /b=”Imported Mail”  /includetrash  /unicodepst  /m=moz
Further information on a4m.exe can be found in Aid4Mail help files.
Whichever of the two Aid4Mail apps you use to import the Local Folders, open the newly created PST in Outlook by clicking File/Open/Outlook Data File, navigate to <fully-qualified-dest-location>.pst and click “OK”.  The user can then right drag those folders wherever they want.  You can “unmount” that folder from Outlook by right clicking and choosing “Close”; this doesn’t actually delete it.
VIII.  Information to tell user.
· take training offered by CTSS

· continue to launch Oracle Calendar throughout 2006

· continue to use Oracle Calendar to schedule all 2006 events.  DO NOT schedule any 2007 events in Oracle.

· Use Outlook Calendar to schedule 2007 and later events.
· The web interface (OWA) to Exchange is http://mail.colostate.edu
· The IMAP connection to Exchange (for PDA or other use) is Incoming: mail.colostate.edu and requires SSL on port 993 (but not ‘secure authorization’), Outgoing: smtp.colostate.edu.  Configure the From addr as: first.last@c.e.
· Quotas on Exchange are: 500MB with warnings starting at 450MB, attachments can total 50MB
· Any items explicitly deleted by user move to “Deleted Items”, where they stay for 7 days and are then automatically deleted.  They can be “recovered (Tools/Recover deleted items)” for 7 additional days.  Then they are gone forever!

· Any items marked as Junk, either manually or automatically (see below), move to “Junk E-mail” for 7 days, then 7 additional “recoverable” days, and then are gone forever!

· User should check the Junk Email folder at least once a week, otherwise it is possible for falsely identified junk mail to pass through their mailbox unseen.

· Make sure the user has a Signature setup in both Outlook (Tools/Options/Mail Format/Signature section) and OWA (Options/Signature section).

· Unlike Oracle Calendar, requests to schedule a meeting, if refused, disappear from email and calendar, leaving no record of the meeting or request.
· Information site for all Exchange users – http://help.mail.colostate.edu 
IX.  When everything is copasetic, use old mailer to clean out old mailbox, delete addrbooks and local folders, then uninstall the old mailer.  At some point in 2007, based on user needs, the unused Oracle Calendar client should be uninstalled.
