ll OFFICE OF INFORMATION TECHNOLOGIES: Zimbra Personal Folders

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
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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.

Account Settings

x|
Blrnliics Account Settings
i-Disk Space
L Junk Settings

The following is a special account. There are no identities assocdated with it.
Outgaing Server (SMTF)

Account Mame: I Local Folders

Message Storage

I~ Empty Trash on Exit
Local directory:

IC:\Dccumems and Settings\Bishop'\Application Data\Thunde Browse... |

Add Account. .. |

Set as Default |

Remove Account I

oK Cancel |

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.

Account Wizard x|
New Account Setup

In order to receive messages, you first need to set up a Mail or
MNewsgroup account,

This Wizard will collect the information necessary to set up a Mail or
Newsgroup account. If you do not know the information requested,
please contact your System Administrator or Internet Service Provider.

Select the type of account you would like to set up:

 Gmail

o Mewsgroup account

< Back | Mext = I Cancel
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6. Now enter your name and email address. Click Next when you have
finished.

Account Wizard b

Identity

Each account has an identity, which is the information that identifies
you to others when they receive your messages.

Enter the name you would like to appear in the "From” field of your
outgning messages (for example, “John Smith™).

Your Name: I |

Enter your email address, This is the address others will use to send
email to you (for example, “user @example.net”).

Email Address:

< Back | Mext = I Cancel |

7. Zimbra is an IMAP server. So click this button, enter zmail.washcoll.edu
into the box, and click Next.

Account Wizard x|

Server Information

Select the type of incoming server you are using,

C pop e

Enter the name of your incoming server (for example,
“mail.example.net”).

Incoming Server: I zmail, washcoll.edu

‘Your existing outgaing server (SMTP), "zmail. washcoll.edu”, will be
used. You can modify outgeing server settings by choosing Account
Settings from the Tools menu,

< Back | Mext = I Cancel
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8. First, enter your email username as shown in the image below and click
Next.

Account Wizard x|

User Names

Enter the incoming user name given to you by your email provider (for
example, “jsmith”).

Incoming User Mame: I

Your existing outgoing (SMTF) username, "ebishop2”, wil be used. You
can modify outgoing server settings by choosing Account Settings from
the Tools menu,

< Back | Mext = I Cancel |

9. Now you will enter the name of the account (your email address) and click
Next.

Account Wizard =]

Account Name

Enter the name by which you would like to refer to this account (for
example, "Work Account™, "Home Account™ or "Mews Account”).

Account Name: Email @email, com|

< Back | Mext = I Cancel
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10. Click Finish in the next window that appears.

Account Wizard x|

Congratulations!

Please verify that the information below is correct,

Account Name: Email @email. com
Email Address: Email @email. com
Incoming User Mame: Email

Incoming Server Name: zmail. washcoll.edu
Incoming Server Type: IMAP

Qutgoing User Name: ehishop2

Qutgoing Server Name (SMTP):  zmail. washcoll.edu

Click Finish to save these settings and exit the Account Wizard.

< Back | Finish I Cancel |

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.

Account Settings

[©emailemailcom | Account Settings
Server Settings

Copies & Folders The following is a special account. There are no identities assodated with it.
Composition & Addressing Account Mame: | Local Folders

~Offine & Disk Space
Junk Settings Message Storage
Return Receipts ™ Empty Trash on Exit

- Seauri

ecurity Local directory:
=) Local Folders

Disk Space [ c:\Documents and Settings Eishop\Application DataThund: _ Browse...

~Junk Settings
Cutgoing Server (SMTP)

Add Account...

oK Cancel

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.
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