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Transfer Thunderbird Personal Folders to Zimbra 

 
1. First, open any internet browser and log into the network.  You won't be 

able to transfer anything if you are not logged in. 
2. Start Thunderbird 
 

 

3. Click Tools and then Account Settings 
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4. Click the Add Account button near the bottom left of the window that 
opens. 

 

5. First select what you would like to do.  You’re creating an email account, 
so select this and click Next.  You will enter the Zimbra email server 
information on the next screens. 
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6. Now enter your name and email address.  Click Next when you have 
finished. 

 

7. Zimbra is an IMAP server.  So click this button, enter zmail.washcoll.edu 
into the box, and click Next. 
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8. First, enter your email username as shown in the image below and click 
Next. 

 

9. Now you will enter the name of the account (your email address) and click 
Next. 
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10.  Click Finish in the next window that appears. 
 

 

 

11. Click Ok on the next window and you have created an account for Zimbra 
in Thunderbird.  Now you can start transferring your personal folders. 

 

 

 

12. Now just drag and drop each personal folder from Thunderbird onto the 
Inbox folder of the Zimbra email account you have just created.  You 
should do the same for your Sent folder.  Again- the only way this will work 
is if you are logged into the network. 

 

Once you have finished moving each folder you will be able to view your 
personal folders on Zimbra from any computer with internet access.  You will 

no longer need to use an email client. 


